


this 








Is the new IBM Electric 





Excitingly new on the outside, with its smart new Sculptured Look—dramatically new on the inside, with its 28 engineering 
achievements-— the new IBM Electric! You'll be delighted with the alive, eager response of the individually adjustable 
keyboard. And y« » will be proud of the crisp, distinguished look of his letters. In Styling, in productivity, in perform- 
ance, this—is the m« tivul, most efficient typewriter ever made! 
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“| WAS FAILING SHORTHAND. .. 
UNTIL | DISCOVERED— 


DICTATION DISCS*’ 


Amazing New Method 
Guarantees to Increase 
Your Shorthand Speed 
—Get Higher Grades, 





15 Minutes 
Dictation On Each 
45 RPM Record 


Dictation Disc 
Records Available 


Boost Your Salary! In All Speeds! 


Here’s the quick, easy, modern way to develop shorthand speed and 
accuracy! You practice at home, in spare time by listening to amazing 
new Dictation Dise Records — available in all speeds. 


More Shorthand Speed Means More Money For You! 


Thousands have used this effective method and increased their writing 
efficiency, poise and confidence as much as 50%! Big pay raises come auto- 
matically with higher shorthand speeds. Read what the experts say about 
this practical, inexpensive way to improve your skill. Start right now to 
boost your earnings as you build your shorthand speed by putting this 
remarkable system to work for you. 





Look What These Experts 
Say About This 
Wonderful New System 


Send No Money! Mail The Coupon Now! 


Regardless of how fast (or slow) you now write shorthand there’s a 
Dictation Dise just for you. Check below the ones you want. Send no 
money — just the coupon. On arrival pay price indicated plus COD and 
handling charges. Or, enclose cash, check or money order now and we will 
ship your records postpaid. Either way — this method MUST do every- 
thing we say it will or you may return records in 10,days for full refund. 
Mail the coupon now! 


‘*The key to shorthand speed is regular dictation prac- 
tice, and your records provide the student secret 

with a rich supplement to such a program. The very 

precise and clear manner in which they are dictated 
makes easier the climb to greater shorthand speed 

William Cohen, World's Shorthand Champion 

(280 wpm for 5 minutes) 





In my estimation the dictation system of develop- 
ing speed is the best I have ever seen."’ 

Thomas Cele, Chairman, Committee on Professional Education 

N. Y. State Shorthand Reporters 


NEW SPECIAL VOCABULARY SETS 


Special Set No. 38 comprises 31 dif.- 


Special Set No. 39 con- 
ferent business letters containing 2.442 


tains more than 2000 


Your dictation records are made to order for the repetitions of the BRIEF FORMS and repetitions of the 500 
tenching profession. They case my chores and make the 572 repetitions of the PHRASES, dic- | COMMONEST WORDS 
students work more enjoyvatlle sy providing gradet 


dictation in 1-minute spurts the results have beer 
phenomenal!’’ 


tated in speeds of 60, 70, 80 and 90 dictated into 31 different 
WPM. Each of the four records con- letters, also in speeds of 
tains every brief form. 60. 70. 80 and 90 WPM. 


Dict avion Disc Ca Rater ag Y. 


DICTATION DISC COMPANY 
170 Broadway, Dept. TS-12 
New York 38, N. Y. 


Pau! Simone, Author of ‘A Stroke in Time 
Instructor, Columbia University 

















ALL RECORDS PREVIEWED 
TRANSCRIPTION KEYS NOW AVAILABLE 


“Dictation 
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DOUBLE SETS COST LESS AND YOU BUILD MORE SPEED 
78 rpm—$5.25 per set 
} Set No. 61 
60, 70, 80, 90 
3 records—2,500 words 





45 rpm 4-record sets $5.75 ea 


[} Set No. 38 [) Set No. 41 


Please send me the records indicated. 60, 70, 80, 90 


On arrival I will pay price indicated 
plus COD and handling charges. I 
must be delighted or may return rec- 


ord(s) in 10 days for full refund. 


(_] I enclose full payment now, please 
ship records postpaid. 


NAME __ 











4 records—brief forms 
& phrases, 31 different 
letters. 3.570 words of 
dictation 


[] Set No. 39 
60, 70, 80, 90 


4 records—500 common- 
est words, 31 different 
letters. 3.426 words of 
dictation 


60, 70, 80 


4 records—32 different 
letters. 4,000 words of 
dictation 


[] Set No. 42 
80, 90, 100 


4 records—32 different 
letters, 5,000 words of 
dictation 


C) Set No. 44 
100, 110, 120, 130 
4 records—7,000 words 


[) Set No. 50 
legal Dictation 
4 records—5,000 words 
of tegal dictation, 
speeds 80 to 120 


[)] Complete Course 
on 45 rpm $18.75 
includes Sets 41, 42, 43, 
and 44—1i6 records, 119 
all different business 
letters 25,000 
words of dictation, 5 


[] Set No. 62 
90, 100, 110 
3 records—3,000 words 


[] Complete Course 
on 78 rpm $14.50 


9 records—60 to 150 
wpm 


33% LP $8.75 per set 


| Set No. 71 
60 to 100 
2 records—7,000 words 





— —_—— [}) Set No. 40 [] Set No. 43 different instructors. . Lon Ss, zs 
40, 50, 60 100, 110, 120 C) Same as above, 2 records—10.000 words 
: but including Sets 
AD 4 ords—32 different 4 records—3! diff t 
nae letters, 2,500 words of letters, 6.000 words of No. 38 & 39 $26.75 “) Comntete € 
dictation dictation pie ourse 
on LP $16.50 
| —60 
= ZONE___STATE ANY 2 COMPLETE SETS (45 RPM) $9.95 ea. 4 recorde—60 to 130 
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BUT ONCE A YEAR 

does Christmas come for most of us. 
Sidonia Ellis is luckier. for she 
works in the midst of Christmas 
all year “round. The reason: 

she's secretary to Henrietta 

Strong. founder of Brownie 

Block Prints. Brownie cards are 
world-famous—just check your 
own Christmas mail box to see how 
many of the cards bear the 


Brownie signature. 


CHRISTMAS GIFTS 

are fun to choose, often expensive 
to buy. But the nicest gifts 

of all needn't cost you a penny. 
Friendship, loyalty. good will, 
kindness. helpfulness are all 


“Yours For The Giving.” 


PROTECTION ... 

the moneyed kind . . . might well 
be the greatest present you 

could give yourself. One way to 

do it—-the right insurance policy. 
Part IIT of “The Money Tree” 

offers you some pertinent information 


on a mighty important subject. 


HEAR YE. HEAR YE... 

‘tis time for the International 

OGA contest. This year’s—the 47th— 
promises to be the biggest ever, 

with entries expected on a world- 
wide basis. So start practicing 

those outlines and submit 

your best effort. You may be listed 
among the winners in June. 


oe 
Suggestions for happy—and decora- 
tive—holidays in the office 


Fashion standouts—to give yourself, 
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THE COVER: A Christmas angel, 


bringing to each and every 


one ¢ 


»f you our very best wishes 


for the happiest holiday season ever. 
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Verifax Bantam Copiers 


$99 ach 


With a Verifax Copier right in your department, 
you'll save steps, save minutes every time 
copies are needed! 

As a secretary, you'd be the first to agree you can 
save all kinds of time by using an oflice copier instead 
of retyping so many things. 

But the biggest savings come when you have a 
Verifax Copier near your own desk. No longer will 
you have to take those **10-minute walks” to a distant 
copier—or wait your turn in line whenever you need 
copies! 

You'll like the speed and convenience of being able 
to make copies of orders, letters, reports as fast as 
needed! And your boss will appreciate the white ac- 
curate copies you'll give him. Makes communication, 
inside and out of the oftice, so much faster! Lets him 
answer half his mail without dictation or typing— 
use all the other Verifax short cuts. 

Why not show your boss this ad the next time he 
asks for copies! Price shown is manufacturer’s suggested price 


and ts subject to change without notice. 


[erifax Copying 


DOES MORE... COSTS LESS . . . MISSES NOTHING 





ember, 1959 








Kodak Verifax Bantam Copier outperforms 
copiers costing up to 4 times as much 











A snap to operate. So compact you'll find room for one 
anywhere. Makes 5 dry, easy-to-read copies in 1 minute 
for 2! 2¢ each. Makes copies on one OI both sides of bond- 
type paper, card stock, your own printed office forms. Even 
makes an offset master in 1 minute, with low-cost adapter. 
Reproduces all types of writing, typing, duplicating with 
complete accuracy. Gives you copies that will last as long 
as typed records. 

Call your Verifax dealer for free demonstration. (See “‘ Yellow 
Pages” under duplicating or photo-copying machines). 


EASTMAN KODAK COMPANY 231-12 
Business Photo Methods Division 
343 State St., Rochester 4, N.Y. 

Gentlemen: Please send free booklet on Verifax copying 
and names of nearby dealers. 


Name 





Position 





Company 





Street 





City Zone 





State 
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Soap not enough?... Abrasives too Rough? 


CLEAN HANDS 


Vanishes all office stains—gently, safely ! 


[sins 

Secretaries’ scrubbing sessions—daily drudgery 
even in the most modern of offices —are now as obso- 
lete as roll top desks. Clean Hands gets rid of the 
toughest of office stains. Hectograph, mimeograph, 
addressing machine ribbon and carbon and ribbon 
inks and stains disappear with justa gentle applica- 
tion. Cracked cuticles, chemical hands and a host of 
other by-products of harsh solvents and abrasives 
have had it. Save those secretarial hands with Clean 
Hands. See your Columbia representative. 


CLEAN HANDS 
BY 





smart-looking squeeze bottle 
delicate lemon fragrance 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, NEW YORK 


COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIFORNIA 
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Take the 


Conference Characters listed in Esquire's new book of uesgqwork 
etiquette. (1) The Cliché Expert: Can't think too q 
often--he's too busy "fitting it into the picture" 


and "playing it by ear." (2) The Summer-Upper: A t of Y 
self-invited chairman. (3) The Paraphraser: "In OU Our 


other words" the man who won't admit those other 
words came from some other brain. (4) The Watchful "ey 
Wait-er: Lurks among the memos until he can make a 


Strong (often illogical) statement. (5) The Impas- 
Sioned Pleader: A frustrated member of Actor's 
Equity. Recognize anyone? 


Have You Eavesdropped on the Boss Lately? Try it when 
he's selling himself to another executive. Annoying 
mannerisms could mean "No Sale"--or so says Jorie 
Livingston, President of New York's unique "Execu- 
tive's Finishing School." Bad traits are a monoto- 
nous voice, a self-conscious manner, and an 
inflexible method of approach. Some corrections for 
you or the boss? Speak clearly and drop your voice 
when you make an important point. Learn to think 

on your feet. Never underestimate yourself. 





Wanderlust, Anyone? The medicine you need could be a 
job abroad. The FOREIGN SERVICE wants single women, 





Here’s a desk mate who takes the 





twenty-one--thirty-five, who have these qualifica- quanta os ee 2 -- - 
: . s t ers to 
tions: touch typing, 50 wpm; shorthand, 80 wpm. Pay — hoe cena ay on Seay veut 
Starts at $3,390 plus accommodations. Write: the boss. 
Department of State, Office of Personnel, Washing- Free your mind of pesky details, 
j have time for things that really 
tan 25, D.C....And the RED CROSS is another count ... it’s easy with an EVER 
organization with positions open abroad. Write to READY desk calendar to organ- 
routl 5 
the Director of Personnel nearest your home: Eastern pipe pone ® ot cheed 
Area--Mr. Earle H. Herbert, 615 N. Saint Asaph St., faster. x 
i : ais ead For a dependable desk mate, as 
Alexandria, Va.; South-Eastern Area--Mr. Arden L. for EVER READY calendars by 
Cole 7 1955 Monroe Dr. + N. EB. - Atlanta 9 > Ga. > name. In several styles and colors 
Midwestern Area--Elizabeth L. Bruce, 4050 Lindell to match other accessories. 





Blvd., St. Louis 8, Mo.; Pacific Area--J. Gilmore 
Marquis, 1550 Sutter St., San Francisco, Calif. 








TIME IS MORE expensive than you think. If you earn 
$5,000 a year, by the end of that year the loss of 
Sixty minutes every day will total $625. You might 
tell the boss when he fumbles that dictation again 
-+»NO REST YET. If Dr. Edward Bertz, former American 


Medical Association president, is correct, the com- ; EVER READY 


ing decades will see more and more centenarians giv- 


ing their recipes for a long life. And that means e CALE NDAR 


retirement will move up to eighty-five or ninety... 


ON SPEECHES, “Have something specific and important MANUFACTURING CO. 


to Say. There are too many speakers who need no 





introductions; what they need are conclusions." ; 150 Bay Street 
(Judge Jacob M. Braude.)...And we have one--MERRY Jey i, New ey 
CHRISTMAS. 
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* STOP CRAMPS - 









OVERCOME 
DEPRESSION 
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***°** "OTS INSTANTLY TO 


CALM 
JUMPY NERVES 


ELIMINATE 
ACHES & PAINS 





TABLETS 


Hospital-tested, prescription-type formula 
provides total treatment in a single tablet! 





So effectine- 
ya no prescription needled ! 
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THROUGH RESEARCH 


WORKED EVEN WHEN OTHERS FAILED! 


Now, through a revolutionary discovery of medical science, a 
new, prescription-type tablet provides total relief frorn periodic 
complaints. When cramps and pains strike, Femicin’s exclusive 
ingredients act instantly to end your suffering and give you back 
a sense of well-being. If taken before pain starts—at those first 
signs of heaviness and distress—further discomforts may never 
develop. No simple aspirin compound can give you this complete 
relief. Get Femicin at your drugstore today! It must give you 
greater relief than you have ever experienced or your purchase 
price will be refunded. 





For samples and informative booklet, “What You Should Know About 
Yourself As A Woman!”, send 10¢ for postage and handling. Box 225, 
Dept. TO2, Church St. Sta., New York 8, N.Y. 








HAVER) 


LABORATORIES 


.A BETTER PRODUCT 





© Thayer Labs. 1959 
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THE ART 
OF CREATIVE 


e Let the brash 
secretary who says 
there’s no creativity 
possible in business 
writing . . . that 
cut-and-dried _ letters, 
dull-as-dust statistics, and 
lengthy, laborious reports are 
musts in the business world ... be 
prepared to eat her boss’ words. 

Times have changed. One of the 
freshest breezes to rush through the hal- 
lowed halls of Executivedom is the con- 
certed effort by business groups to rid the 
written word of that “kiss of death”— 
mediocrity of vocabulary, expression, and 
form. Backed by the nation’s authorities 
on language, speech, and letter-writing, 
the campaign is gathering momentum. 

Books have been published. pamphlets 
and brochures issued, newsletters circu- 
lated, classes conducted, speeches deliv- 
ered, and articles written ... all aiming 
to help the businessman and his secretary 
achieve more clarity, directness, origi- 
nality, and personality in everyday 
communications. 

This is not a task to be delegated to 
the executive alone. Every member of his 
staff who has anything to do with the 
written word has an equal responsibility 
in this regard—and no one more so than 


the sec retary. 


Where can the secretary find the 
proper outlet for this creativity in busi- 


ness writing? 


Isn't the secretary's chief function to 
record and reproduce verbatim her em- 
ployer’s pearls of wisdom, letting him 
assume complete responsibility for any 
inadequacies? In the “good old days” of 
the blushing, timid “typewriter” this was 
undoubtedly so. Fresh from a sheltered 
home life, the venturesome stenographer 
did very well indeed to “Gregg-ify” her 
boss’ ponderous, verbose language, with- 
out having to worry what it meant. 

Today's marvelous and many-faceted 
communications, plus the specialized 
training most secretaries bring to their 
work, have produced thousands of widely 
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BUSINESS 
WRITING 


read, intelligent girls who cannot refrain 
from making every contribution possible 
to their employers’ brain children. The 
opportunities are many, and they vary, of 
course, from job to job. Our suggestions 
will only hit the high lights. Your own 
experience will undoubtedly reveal many 
other spots for secretarial assistance. 

1. Letters. This is such an obvious 
one, perhaps we should skim lightly over 
it. TODAY'S SECRETARY is constantly 
stressing new ways to improve this pri- 
mary means of business communication. 
Your own desk probably has one of the 
many excellent secretarial handbooks, 
such as Lucy Graves Mayo’s Communi- 
cations Handbook for Secretaries. Your 
employer may use Robert L. Shurter’s 
Written Communications in Business, a 
book you will also find valuable. 

2. Reports. Here is an area in which 
many employers—and their secretaries— 
experience some pain and frustration. 
Since most secretaries are closely in- 
volved in the initial research and data- 
gathering, it is safe to assume that many 
of them also have a good deal to do with 
the drafting of these reports. This is a 
fine opportunity to make suggestions and 


try your own hand at drafting some of the 


BY 
PEGGY NORTON ROLLASON 


a SS: Le nen rose 





material as you condense and assemble it 
for your employer's use. Keep an eye out 
for his pet, but hackneyed, phrases which 
could stand a little freshening or 
pruning. Keep him from commit- 

ting grammatical faux-pas as the 
report goes through the various 
stages of rewriting. Performed in a 
thoughtful and tactful manner, this sec- 
retarial service will be much appreciated. 
Needless to say, if your employer en- 
trusts you with certain reports, the same 
care must be exerted in their preparation. 
A wise precaution: seeking an unbiased 
proofreading and opinion from another 
secretary to spot your own weaknesses. 
3. Speeches. The imaginative, on-her- 
toes secretary has a golden opportunity 
It’s likely that you will be asked 
to do much of the preliminary research 


here. 


on a speech. If you work for a man who 
is often in the public eye, you will not 
need to be told that a background file, 
containing the latest information on his 
specialties, is one of your responsibilities. 
Without such a continuing file, you will 
often find yourself in real difficulty as a 
speaking deadline approaches. 

Assuming that you are not the kind of 
secretary who's unprepared in such an 
emergency, the assembling of the neces- 
sary data is but one phase of your task. 
Once your employer starts “sweating it 
out,” you can be of inestimable help in 
the drafting, editing, and rewriting proc- 
ess. Don’t let it go to your head, though. 
Remember, the man is in his executive 
niche because he possesses unusual abili- 
ty. In the final analysis, it must be his 
decision over yours. 

4. Business Releases. Even though 
your firm may have a Publicity Depart- 
ment to handle all business stories and 
releases going to newspapers and trade 
magazines, someone in each department 
must make the preliminary reports from 
which such releases are written. Many 
employers recognize the fact that their 
secretaries have, over a period of time, 


(Continued on page 46) 














Before you decide, be sure you’ve tried the new 
Smith-Corona Secretarial, the only office type- 
writer with lighter, livelier accelerator action ! 


Call your local Smith-Corona SMi TH ae CORGNA 
representative today! 
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KEY TO TEASERS ON PAGE 47 
' . ie | 
From Figures Into Words . 
How are the following figures and phrases containing figures written in words? ae 
1. 19 >. 1/9th 5. 2 8/14ths 7. Ol Y. al 3: 0 p.m. | a * 
2 90 t. $4.000.000 6. 23/24ths 8. 5.5% 10. about 1500 pounds .°) 
U 
m4) an 
~ | 
Geographic Mishaps | S . . 
Whats wrong with the following place names? ie Office Pencil 
lL. Juneau. Ala 1. Spring Field, Mass. 7. Sacremento, Cal. 
2. Cleveland. O 5. Bismark. N. Dak. 8. Pittsburg. Pa a 
New York City. N.Y 6. Honolulu, T. H. 9. Champagne. Il. F ape 0 
yo 
xu 
1 ; 
) the Fingers 
Raise or Rise? ike 
Should raise or rise be chosen for the blank spaces in these sentences? (Some he = | 
sentences require the past-tense or past-participle forms.) 3 
lL. John. will you please the shades. 
2. At what time will the sun tomorrow 7? 
3. Last vear we both cucumbers and tomatoes in our garden. 
1. The price ol coffee has several times this vear because the 
crowers their prices. Designers and 
o tn f Pn who use 2 
5. The last speaker a doubt as to the wisdom of the plan. Soman an day. oaths 
6. It was fascinating te watch the baker mix and knead the dough and put recommend this new 
natural shape 
it in pans to 
7. Ina half day the river has to flood level 
8. The sun had searcely set when the full moon ‘ There's real economy and 
9. Strong steel cables are needed to the heavy girders. | 
a e: | efficiency in the new TRYREX 
10. At the first note of the “Hallelujah Chorus” the choir a y 
| rl shape! Extra thin leads keep 
| xa point longer. Resharpen 
| a quickly due to small gauge 
oy 
Useless Words | >a} lead. Made in five hardness 
il 
Kach of these sentences contains one or more unnecessary words. Rephrase the he 1h degrees. Order Royal Scott or 
sentences in fewer words, retaining the same meanings. | | Futura—six to a cellophane 
1. The two photographs of the new building are both alike. {| package—from your dealer, 
2. Let’s all unite together and make the festival a success | Hy or write to us. 
3. Most stores offer bargain sales at the latter end of December. 
1, Their final conclusion was that the plan would be to the mutual advantage | 
hath mail IMPORTANT: They cost no 
0 OUT Partners, . . 
5 Matinee every Wednesday and Saturday at 2 p.m. in the afternoon 1 more than ordinary pencils. 
"Qutura-- in Pink 
Choose Your Word ROYAL SCOT — in Black 
Choose from the words that follow each of these sentences the one nearest in 
meaning to the italicized word in the sentence. . 
1. Louise’s remark insinuated that the guest had invited herself to the luncheon. Richard Best 
(a) denied. (b) hinted. (c) claimed. (d) questioned, i Pencil Company 
2. My aunt deprecates the loss of the little niceties of life. ii 
(a) undervalues, (b) appreciates, (c) regretfully disapproves, (d) misses, iW 
“oe : ringfield, New Jersey 
». My grandfather ceded some of his land for the new college campus. | Spring J 
(a) assigned, (b) sold, (c) purchased, (d) mortgaged. L_\? 
1. Because of Mr. Clark’s many commitments for December, he will be unable to 
address your group on the 8th. y 
(a) financial burdens. (b) commissions. (c) trips, (d) promises to do various things 
>» We are weary of those perennial jokes about mothers-in-law. 
fa) stupid, (b) far-fetched, (c¢) unceasing. (d) tasteless 
ther, 1959 9 














“I could kiss you’ 


(she said...and she did! ) 


What brought on the buss for the boss? NU-KOTE, of 
course! Ever since he introduced his secretary to this 
Original plastic base carbon paper, she's been getting 
first-to-last legibility, no-smudge copies, and one- 
weight, one-finish mastery of almost all copy jobs. 
Perfect for all typewriters, too! Boss' bonus: Great 
Savings on Nu-Kote's 3 to 1 durability over ordinary 
carbons. Free sample? Just clip the coupon. 


NU-KOTE 


CARBON PAPER 


Buy where you 


see this sign 





FREE SAMPLE! For a free sample of NU-KOTE 
just mail this coupon attached to your company 





La | 
asa letterhead. 
> Dealer Sales Dept. TS-30 
Seen Burroughs Corporation, Detroit 32, Michigan 
~ 2 Name : 
—T 
“TH Firm A a ee 
on 
: Address. — 
i Lt. 

to  — ss Zone State 


In Canada write Acme Carbon & Ribbon Company, Limited, 
Toronto 13, Ontario 
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Q. The address on a company letterhead 
will occasionally include a_ post-office box 
number as well as a street address. Which 
one should be used? I have noticed that some 
people use both, but I feel this is incorrect. 


A. You are right in feeling that it is 
incorrect to use both a post-ofhce box 
number and a street address on an en- 
velope. In fact, it is against post-office 
regulations for envelopes to carry more 
than one address for an addressee: and the 
post ofice would be within its rights to 
refuse to deliver such matter. 

If the company letterhead carries two 
addresses. it may be that a box number is 
to be used for one type of correspondence, 
the street address for another. The differ- 
ence in usage should be clear to the per- 
son receiving the letter. 





Q. 1 recently faced the problem of placing 
the following notation in a luncheon invi- 
tation typed in the regular business-letter 
style: 
R.S.V.P. Jane Doe 
(telephone number) 

Should it be typed above or below the dic- 
tator’s initials? 


4. The R.S.V.P. should be typed at the 
very bottom of the letter. below the iden- 
tification initials. 

This same rule applies to telephone 
numbers when they are not included in 
business letterheads. 


When stapling a cover letter to a report 
which has been typed crosswise on the paper 
(same size). should the sheets be attached 
so that the top is at the right? Or is there 


no set rule for this procedure? 


A. A safe rule to follow is to place all 
papers, regardless of size, with the head- 
ings to the left as you face the report. 
Then the papers will read as pages in 


a book. 
TODAY'S SECRETAR) 





BUSINESS ENGLISH 
SECRETARIAL PRACTICE 


BUSINESS LAW 


RP RK 


| lelel €.44 4.11, ie) 
OE TALE | 
TYPEWRITING 
A/an 


BUSINESS ARITHMETIC 


an Ww a! 


SHORTHAND 


harles £ 


Fiing VM 





O. Which preposition is correct in the fol 
x 
lowi talked 


ng sentence: I (with, to) het 


veste rday. 


1. The choice of to or with after talk 
and speak usually depends on the nature 
of the occasion. If it is a conversation 
between two persons, ith is the better 
selection. Thus, “I talked with her yester- 
dav. 

If the words are addressed to a person 
that 
plies or not. /o is a better choice. Thus. 
talks fo a father 
speaks to his son about his allowance. 


irrespective of whether person re- 


an adviser student. a 


These distinctions are not strictly ap- 
plied. however. The prepositions are com- 
monly interchangeable. 
ting more than one item number, 


QO. Inwr 
[ Nos. ] 


Should ft be written 


f Item 
ltems Nos. 1 and 2? 


and 2 or 


1. It is best to avoid the use of No. be- 

fore a number when such nouns as em- 
plovee, item, ete., appear, for these nouns 
make it clear that a number sequence is 
used. When no such nouns appear, then 
Vo. and Nos. are clear. as No. 5 and Nos. 
>. 6. and 7. 

When the noun is used, it is customary 
in business correspondence to capitalize 
the noun. For example: Employee 4168, 
Card 4. 





inter 


QV. Vay 


} 


the 


changeably with the word Re, or is it pre- 


word Subject be used 


a title. 
. rather than the name of an individual? 


ferred when the subject is a topic. 


ete 


{. The 
determines whether Subject or Re is used 
hefore the subject of a letter. Re is used 
in legal work: Subject when the corre- 
spondence deals with nonlegal matter. 

A tually. there is no need for the word. 
for the position of the subject line—dis- 
played above the body of the letter—is a 
clear indication that the line refers to the 
ubject of the letter. Therefore. the ex- 
pression is less frequently used than it 
formerly was. 


nature of the correspondence 
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It’s enriched with exclusive “Keyboard” selection! 

Helps to cut nagging office costs . . . peps up 
economy. Pendaflex hanging, sliding folders combat 

/ Office Anemia (we call it “tired filing’), too! And \ 

file clerks just love Pendaflex’s pleasant finger-tip 

control . . . lets them file better, fast! 








ie | 





Start on the path to better office health today! 
Oxford Filing Supply Co., Inc. 
Garden City, New York 
LIL _____etta in Cmax thou uch 
OXFORD FILING SUPPLY CO., INC. 


Mail the coupon for a generous free file analysis. 
Distributed in Canada exclusively through Luckett Loose Leaf Ltd. 
14-12 Clinton Road, Garden City, N. Y. 











Please send everything that is free... including 
File Analysis Sheet. 


Oxford 
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QO. Should the following sentence be written v. Should the sentence May we hear from 
x 


It is people you be punctuated with a question mark or 


with the verb make or makes: 
like you that (make, makes) installing our a period ? 

Many requests are phrased in ques- 
tion form out of courtesy. Although they 
actu- 


pipeline much safer. { 


‘. In order to select the correct verb in 
your sentence, it is necessary to consider 
this fundamental rule: The predicate of 
relative pro- 


are technically questions, they are 
ally requests. Such sentences should be 
followed by periods. Your sentence is of 


a clause introduced by a 
this type. Other examples: 


noun agrees with the antecedent of that 
pronoun, not with the pronoun itself. 

In your sentence, you is the antecedent 
of the relative that. You is 
always plural. Therefore, the predicate 
in the clause introduced by that must be 
plural. Thus. your sentence should read: 

It is people like you that make instal- 


May we hear from you before the 
10th. 

Will you please send us some « opies. 

Wont you mail your order early to 


avoid the rush. 


pronoun 


You will notice that in no case does 


ling our pipeline much safer. the questioner expect a “Yes” or a “No.” 









time-tested 

measure S 
of 

quality <> 






% A long-time a 
0) reputation for 
: : superior printa- ; 
A): bility, excellent hts 
“WS typing surface, clean o y 


white appearance and 
the ‘‘feel’’ of quality is the 
reason why more businesses 
every year specify 


Millers Falls Bond 









~ 
= 

= 

~~ 


Say 
@ 






py 


_ 


WON UU Vinge 
1 32 33 34. 36 







MILLERS FALLS PAPER COMPANY + MILLERS FALLS, MASS. 
MANUFACTURER OF OLD DEERFIELD BOND, GIBRALTAR ONION SKIN, MILLERS FALLS BOND 
AND ONION SKIN, EZERASE BOND AND ONION SKIN, MILLERS FALLS OPAQUE PARCHMENT 
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QV. When a letter contains both a P.S. and 
a c.c. notation, should the P.S. be placed 


before or after the z.c. notation? 


A. The Reference Manual for Stenog- 
raphers and Typists (Gavin and Hutchin- 
son) says: “Start the postscript at least a 
double space below the carbon-copy nota- 
tion (or whatever is the last line left).~ 


S4 
MERRY 4 y 
GL Ro enh| 
~ xy 


MIS? | 
Wayprlt 7 
Z {f— - amr 


i). The following has been dictated to me 
a number of times: “Il would appreciate to 
know if Shouldn't the infinitive be 
changed to knowing? Is there a rule cover 


ing this point? 


A. As you know, the English language 
abounds with idioms, constructions that 
cannot be explained by the ordinary rules 
of grammar but that have 
cepted as correct. This fact determines 
the selection of the gerund (knowing) in- 
stead of the infinitive (to know) in your 
sentence. for idiom demands that certain 
infinitives and 


become ac- 


words be followed by 
others by gerunds. Here are a few ex- 
amples: 
Infinitive 
able to walk 
like to sing 
a wish to ad- 


Gerund 
capable of walking 
enjoy singing 
the idea of advane- 

vance ing 

like to know appreciate knowing 
Also. whether is preferable to i/ in sen- 
tences like yours. The correct form of the 
sentence, then, would be: “I would appre- 
ciate knowing whether...” 





Q. I have trouble deciding whether affect 
or effect should be used in various sentences. 
Perhaps you have a tip that may prove 


helpful. 


A. Affect is a verb meaning “to influ- 
ence” or “to feign.” Effect, as a noun, 
means “result”: as a verb, “to bring to 
pass.” 

These tips may help you solve your 
choice. If a sentence requires a noun, you 
may be sure that effect is needed. (Af- 
fect, as a noun, has a limited medical 
use.) If a sentence requires a verb, recall 
the twins cause and effect. Try substitut- 
ing cause in the sentence. If it gives the 
same meaning, then effect is the word 
you seek. If the verb does not mean “to 





then affect is required. 
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Best News 


SMUDGE-PROOF 
Carbon Paper! 





MODEL 14 PAPER CUTTER does a model job 
of cutting down on your problems. Weighing 
56 pounds, it can handle about 300 sheets up 
to 14% inches. Features a pull-out safety 
device, a heavy duty paper press, ruled table. 
and 2 ruled metal inserts. Price $139.50: 
from Douglas Homs Co.. Dept. TS, 326 
Jackson St., San Francisco 11, Calif. 





GOLDEN SATELLITE. Just launched—Scripto’s newest ball-point pen 
with a vacuum grip to prevent skipping. Special ink is paper fast 
but washes from cotton shirts. Tele-Gauge signals ink level. Gold- 
plated in black and gold or white and gold. Price $2.95 from 
M. Rich & Company, Dept. TS, 833 Market St., San Francisco. Calif. 


COMPUTYPER is an automatic writer-com- 
puting machine operated by punched paper 
and/or tabulating cards. Cards are auto- 
matically produced when coupled to key 
punch. Machine does 100 wpm with by- 
product of punched tape. Used for invoicing, 





purchase orders, premium notices, etc. From 
Friden, Inc., Dept. TS, San Leandro, Calif. 


New Solvent-Coated 


BATES STOWAWAY is a stapler that should become a staple in your DIS INC IVE 
office. It features a staple remover that tucks away beneath the 


base when not in use. Of steel construction, it is finished in a soft from 
grey and can hold more than 105 staples at a time. The Stowaway 
can also be used as a tacker or as a hand plier. Price $3.45; from 


Bates Manufacturing Co., Dept. TS, Orange, N. J. Unde rwood Corporation 








Non-smudging. Hands, clothes stay clean, 
— One weight and finish does most jobs! 
COMBIND BINDAK is said to be the first j 
ayn single-unit punching and plastic-binding ma- Multi-purpose. Works on any typewriter. 


chine in the office field. Highly portable, it . : , 
weighs less than 10 pounds, measures 15'/2 Cleanest. Gives sharpest, crispest copies. 


by 14% by 6 inches. Marketed after Jan. 1, No curling Easiest to handle 


orders accepted now. Price will be about 


a $200 from American Photocopy Equipment Longer life. Outlasts others 3 to 1. 
Company, Dept. TS, Evanston, Ill. 


—— 






And it comes in the prettiest package! 


If you'd like to try this wonderful new car- 


" bon paper without cost or obligation, just 

— ne % drop us a note on your company letter- 
ADIOGRAPH TECHNICAL PEN for drawing . . 

and lettering features 7 interchangeable head. Address Underwood Corporation, 


points for 7 line widths: 00, 0, 1, 2, 2',3 and 
1. Each section has refillable cartridge, is 
numbered and color-coded for instant choice. 
lakes India or regular ink. Price $18: 
irom Koh-I-Noor Pencil Co., Dept. TS, 
Bloomsbury,  & F 


1 Park Avenue, New York, N.Y. Ask 
too for information about our unlimited 
special services, and our complete line of 
typewriter ribbons and carbon papers. 


underwood corporation, DU 
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Never hurried, 





Never late— 
NASCON 
keeps him 
up to date! 














A secretary § hest frie nd is her 
Nascon Record book by Eaton. 


Take Nascon’s DAY-AT-A-GLANCE: 

One single page lists a day of 15 minute 
appointments from 8 A.M. to 9 P.M. An 
easy way to keep the boss on schedule. on 
time all the time—with this handy Nascon 
book. In rich colors, genuine and 


simulated leathers. From 382.50 to $60.25. 


At your stationers. 


EATON’S 


NASCON “AT-A-GLANCE” RECORD BOOKS 


Satan's 


EATON PAPER COR 2ORATION aacanct: PITTSFIELD, MASSACHUSETTS 








STARLIGHT 
CASE and FRAME 


\Fiendship 
Photos 


From Your Own Favorite 
Photo, Snapshot or Negative 


25 0 "4 
or SO ror $2 


plus 25¢ shipping 





Friendship Photos’ excitingly new different Shadowbox 
Prints with deep sunk embossing and softly rounded 
corners add subtle glamour to that treasured snapshot. 
Prints are wallet size 244” x 3%”. Satisfaction guar- 
anteed. Order today 
EXTRA BONUS — FREE WITH EACH $2 ORDER 
4” x 6” Princess Portrait enlargement 
— = SS A A SS A A A A co 
Friendship Photos, Dept. F-12, Quincy $9, Mass. 
Please send me: 
a 25 “Shadowbox"” Friendship Photos, from one 
pose... $1.25 enclosed. Also send Free Starlight 
Case and Frame. 


0 50 “Shadowbox” Friendship Photos, from one | 
pose... $2.25. Also send Free additional Princess 
Portrait Enlargement and Frame. 


1 enclose photo, snapshot or negative which you will 
return unharmed. My money back, airmail, if I'm not 1 


completely satisfied. I 
Fea secka anwsds canadensis Caeseaneseeenseeeeede | 
OO icciccseescenaundnaascensalabeaaedccuuee 1 
Dhin« «:kgccipececemeeneaanen SE nr | 
STATE..... teh cenv ii aedeauenen cease t 
eo eee eee ee ees ee (Please Print) a — — —_ om om 
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Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me o free copy of your Folder. 


| Name 





| Address 





City Zone—— State 











[~—— MAIL COUPON TODAY-—-— 


fs sets eles nee Shae sobs aan 
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HAVE AN OLD-FASHIONED CHRISTMAS 
PARTY. G. J. Griffin. Pamphlets. Dept. O-1. 
13 E. 53 St.. New York 22. N. Y. Two-color. 


15 pp. 25 cents. 


.and to all a good night.” Which is 
just what they ll have if vou follow these 
hints on successful holiday hostessing. 
Pick up novel ideas on invitations. deco 
rations. rations. and old-fashioned fun. 
Words to more popular Christmas carols 
are included to insure a noisy and neigh- 
horly evening. 


TODAY’S BUSINESS MACHINES. I[arrison 
Fisher. American Technical Society, 848 E. 
58 St.. Chicago 37, Ill. 120 pp. $4.95. 


futhor believes employees should be 
aware of all business machines and 
techniques now in use. This volume 
discusses typewriting. dictating. dupl 
machines in 
Illustrations help 
reader identify machines and visualize 


cating. mail-handling, etc.. 
simplified manner. 


their operations, It might bring fo your 
attention a machine you've been hoping 
for—and now you can bring it to the 


boss’. 


MONEY MANAGEMENT, YOUR CLOTHING 
DOLLAR. Money Management Institute of 
Household Finance Corp., Prudential Plaza. 
Chicago 1. Ill. Two-color. 40 pp. 10 cents. 


Based on idea that be ing well dressed 
depends more on thoughtful planning. 
skillful buying. and intelligent care than 
on the money you have to spend. Out 
lines prerequisite sota good ward obe ° 
choosing styles flattering to your figure. 
selecting and caring for fabrics. recog 
nizing good workmanship, etc. Head-to 
toe coverage of men’s and women’s 
clothing. P 


THE WINNING LETTER—COMMON SENSE 
ABOUT WRITING TO PEOPLE. Superintend 
ent of Documents. U. S. Government Print 
ing Office, Washington 25, D. C. 28 pp. 15 


cents. 


Humorous treatment of the whys and 
wherefores of letter writing, be it busi 
ness or personal. Gives common-sense 
hints on better word usage, making 
letters sincere and meaningful. and 
keeping them brief and to the point (lest 
we perish ‘neath the paper). 


THE EXECUTIVE SECRETARY. Marylin ©. 
Burke. Doubleday & Co., Garden City, N. Y. 


216 pp. $3.95. 


Begins where business se hools leave off 
and details those non-technical qualities 
nee ded for exer util e-let el positions. fd 
vice on clothing and make-up, telephon 
etiquette, organizing your time, the in 
portance of outside interests. lutho 
speaks from her experiences as execut 
secretary to Mrs. Dale Carnegie. 
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Other 


Secretaries 








... from the tedium of office tasks. After all, anything a machine does, 
the secretary doesn’t have to do. The following are the suggestions 
of panel members who realize the work they save may be their own. 


Changing the ribbon on an electric typewriter leaves its mark—all over 
the typist’s fingers. Why can’t ribbon manfacturers find a way to attach a 
new ribbon to the end of the used one. It could then be pulled automati- 
cally through all the ribbon guides. And look, boss, no hands! 


Miss Bernice E. Huebner. St. Louis. Missouri 





How about a “pop-up” dispenser for paper clips—remove one, and the 
next is ready for use. This would eliminate “tie-ups.” And isn’t it annoying 
to reach for one clip and get a tangle of two, three, or four? 

Mrs. K. M. Luzadder, Muncie, Indiana 


My pet office peeve concerns pencil sharpeners. They are invariably jammed 
with shavings whenever one has a pointless pencil—and everyone avoids the 
messy job of emptying them. Why not a tiny plastic or paper container that 
could be placed inside the sharpener to catch shavings. This would be easy 
to dispose of when there’s a “full house,” making it simpler for the one emp- 
tying the sharpener—and the wastebasket. 


Miss Mary Witherow, St. Louis, Missouri 


I’m surprised that none of the typewriter-ribbon companies have marketed 
a gold-leaf ribbon for special-occasion use. It would be ideal for printing one’s 
name on Christmas cards, dressing up invitations, and a thousand other uses. 


Miss Theo M. Kern, Tulsa, Oklahoma 


I would like a staple remover that in some way holds the staples it removes. 
Perhaps the gadget could be magnetized or the staples dropped into a catch 
similar to that found on a paper punch. 


Miss Mary E. Zimmerman, 
Rapid City, South Dakota 


Help on the Way 

.. . for carbon-smudged hands. Our readers tell us that Wash-’n- 
Dri (R. R. Williams. Inc.. Canaan, Conn.) and Office Stain Remover (The 
Carter’s Ink Co., 239 First St., Cambridge, Mass.) answer the October-column 
plea for an at-the-desk hand cleanser. 


. . . to tidy up typewriter-ribbon changes. Our readers point out 
that Pelikan ribbons (Inter-Continental Trading Corp., Olympia Division, 90 
West St., New York 6, N. Y.) feature uninked ends for clean handling. This 
solves another October problem. 











| 
| 


There must be some products you could use that are not yet available 
from manufacturers. Jot down your suggestions and send them to: Panel 
Editor, TODAY’S SECRETARY, 330 W. 42 St., New York 36, N. Y. We'll 


pay $5 for every suggestion used in the magazine. (In case of duplicates, 


the earliest entry will be honored.) 
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CONVENIENCE P&C... 
_with these top-quality 


TOP-FLIGHT TEXTURES 


erase pencil, ink, ball point, typewrit- 
ing, business machine writing . . . 


TIME-SAVING ‘‘POINTING”’ 
right at your desk 


PULL THE STRING 
AND YOU “POINT” 
THESE ERASERS! 


The handy, pencil- 
size eraser sticks are 
cased in spiral-wound paper. 
Pull the wrapped-in string. 
Paper spiral unwinds. Eraser is 
“pointed”’! 


<@ NO. 448 GREEN GLOW 
(Soft green rubber). 
Erases pencil. Also re- 
moves surface carbon 
from carbon ribbon im- 


pressions 
and... 


NO. 378 GRAYPOINT > 
(Business-like gray rub- 
ber) removes the final 
image. Erases ink, type- 
writing and _ business 
machine writing too. 


NO. 138 BALL POINT 
(New formula green 
rubber) particularly 
developed to erase ball 


point ink and lead. 


NO. 258 INDIA INK 

(Fine green rubber) 
For erasing India Ink 
and work from opaque 
pencils 2H and harder. 


SAVE YOUR TIME 
AND TEMPER! 
Ask your office man- 
ager or stationer to- 
day for these Weldon 
Roberts paper-wrap 

erasers. 


P.S.:...An excellent, inex- 
pensive Christmas and 
year-round gift! 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


W orld’s Foremost Eraser Specialists 






Enonaus 


Correct Mistakes in Any Language 
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C Product of Royal McBee Corporation, 
World’s Largest Manufacturer of Typewriters 
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by Nancy Hurwitz 


every day is 


j] = 
lecember, 1959 


a T THE MIDDLE of December the of.- 

fices of Brownie Block Prints (high on the 
nineteenth floor of Fifth Avenue’s Canada 
House) are located in what might be called 
the geographical heart of Christmastime, New 
York City. Only a few blocks away stands 
Rockefeller Center, bright with its little knots 
of pirouetting skaters and its mammoth eglit- 
tering Christmas tree (brought this year from 
a littlhe New England town called Podunk). 

Just as close are St. Patrick’s Cathedral. 
F. A. O. Schwarz’ world-famous toy store, and , 
Best's. The last named boasts one of the few 
non-commercial Santa Clauses left in town. 
(He doesn't try to sell the children anything. 
not even a colored photograph of their visit. 
All he does is listen and hand out balloons.) 

Fifth Avenue, with its exquisitely accoutred 
store fronts, shimmers gaily north to south as 
far as one can see. In this season it looks even 
more make-believe than usual. 

Brownie is very much part of all this. both 
generally and specifically. The reason—a large 
proportion of the Christmas cards decorating 
oflices, standing on mantlepieces, and being 
stuffed by gloved hands into red, white. and 
blue letterboxes were created by them. 

Peopled almost exclusively by small chubby 
angels, who sturdily perform a number of 

necessary chores 
wm playing Christmas 
carols on the piano. 
lighting old-fashioned 
street lamps. sneaking 


tiny black sheep 












































The Brownie showroom is like an oversize card shop—an 
ideal place to browse. And the setting is just as decora- 
tive as the cards themselves ... says Sidonia. “It's nice 


to work ina pretty plac e.” 


through the gate with the rest of the flock—Brownie 
cards have a traditional, almost nostalgic quality that 
changes little from year to year. This is just the way 
everyone wants it to be. 

In fact, on several occasions when an old favorite has 
been removed from the collection. its return has been 
urged by disappointed devotees. For most people who 
buy them, Brownie cards are reminders of a time when 
life was a less complicated matter than it is today. 
(Imagine, you can still buy a card for only five cents.) 
They don’t want any tampering with their memories, 
even by the Brownie people themselves. 

Some idea of just how powerful these little cards can 
be is demonstrated by the experience of Sidonia Ellis. 
She discovered Brownie cards when, after graduating 
from Mount Holyoke, she returned to manage the college 
book store. 
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In the process of selling the cards to the students and 
faculty, Sidonia became so fond of them herself that “I 
decided to come to New York and try to get a job with 
the people who made them.” 

Fortified by a six-week typing course and a strong 
New England will. this is exactly what she did. That was 
eleven years ago. Today she is private secretary to 
Henrietta “Brownie” Strong. 

When she arrived in New York. Sidonia discovered 
something that many long-time Brownie customers do 
not realize. 

The name “Brownie” does not stand as a symbol for 
the somewhat pixyish quality of the cards, as might be 
imagined. Rather it is the nickname of the charming. 
imaginative woman who started the whole thing some 
thirty years ago. 

Meeting “Brownie.” as she is now affectionately called 
by almost everybody (the name was originated by 
friends appreciative of her chestnut hair and eyes), it is 
hard to imagine her in a cold-water flat. turning the 
crank of a clothes wringer to print her very first cards. 

Tall and slim. dressed in a simple black dress, she 
manages quite effortlesslv the exceedingly difficult task 
of combining elegance and warmth. 

It is very simple. however. to realize why she was 
chosen “Outstanding Businesswoman of 1959” for New 
York State and to understand Sidonia’s obvious devotion 
to her. 

Understanding Sidonia’s devotion did not make it any 
easier to cope with it. however. Sidonia Ellis Blume- 
nauer (Ellis is her maiden—oflice name) is an attrac- 
tive and interesting young woman in her own right. 
Yet it’s diflicult to sway her from talking about two 
subjects “Brownie” the person and Brownie the busi- 
ness—which are in fact one subject since “Brownie” 
quite literally is the business. 

No matter what we asked Sidonia about herself. it 
seemed she returned. sure as a boomerang, to the ad- 
mittedly fascinating subject of both Brownies. 

“The business.” aflirmed Sidonia with a smile and 
not a trace of what is usually called a Massachusetts 
accent “really was started by ‘Brownie’ in a cold-water 
flat in Washington Heights. She designed the Christmas 
cards, cut them in linoleum, and pushed them through 
an old clothes wringer at night. During the day she 
turned saleslady, visiting anyone who might be a_ po- 
tential customer.” 

In this manner Henrietta “Brownie” Strong produced, 
sold, and distributed a quarter of a million cards during 
her first holiday season. When reorders began to stream 
in, she gave up the clother-wringer technique in favor of 
the services of a local printer. While it was quicker, it 
wasn t always as safe. 

Nothing discouraged “Brownie.” Her ideas and her 
successes continued to grow. A shop in Greenwich Vil- 
lage. then a large loft on lower Broadway. and finally, a 
year ago. Brownie Block Prints was sold to United 
Printers and Publishers, owners of many other leading 
greeting card companies. 


Through the years and even now in the modern, new 
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riety of tasks and places make up Sidonia’s day. Here. she sits in her own office to answer 
l. then dashes downstairs to the showroom to display the latest line of Brownie products for a 


Vext a stint of dictation in her boss’ office, followed by a discussion about a new design. 


successful business through hard work. 
















offices, “Brownie” retained the essential 
feeling of small-town friendliness with 
which she had started. There is no 
danger here of depersonalization by big 
business—the people involved simply 
aren't capable of it. 

Sidonia explains it thus. “With 
every customer we try to gain a friend 

that’s the secret of how we grew. 
We're concerned with each customer 
and what he or she wants. We receive 
letters from people all over the country. 
from Canada, and even from the Virgin 
Islands.” 

A vood part of Sidonia’s time is 
spent in her own office with the mail. 

“We get three batches a day.” she 
says with a mock moan, adding. “but 
1 really enjoy hearing from so many 
people and feel | know some of them 
well.” 

Her day starts promptly at nine and 
ends just as promptly at five. Brownie 
is not one of those hectic places where 


(Continued on page 50 


thought. and good taste. Every potential design is carefully 


secretary. 


hefore it is approved One respec ted opinion 














YOURS FOR THE GIVING 


ESPITE the air of good cheer that prevails during 
the Christmas season, secretaries still encounter 
human relations problems-—some of them connected with 
the celebration itself. The office party. Christmas cards, 
eifts for co-workers, petty jealousy—all can be seasonal 
posers for secretaries. And when the world is in a happy 
mood, feuds and differences of opinion bother us more 
than usual. 
Perhaps you have a holiday problem, or perhaps you 
feel that this is the ideal time to mend your fences. If so. 
the questions and ideas of other secretaries may point 


the way to a solution for you. 


Party Time 


The ollice party. meant to be a friendly get-together, 
is the core of many a dilemma. Listen to one secretary: 
“Whenever there is going to be a party. the department 
heads always nominate their secretaries to plan the 
doings. This gets quite tiresome. 

“Also, it causes hard feelings among the other girls. 
When we do delegate others to help in the planning. they 
are not too enthusiastic. How can we enlist their aid 
without their resenting our authority?” 

Authority need not induce resentment if it is handled 
wisely. The more people you can get into the act, the 
more successful the party will be. Remember that it’s 
all new to the recruits, although it’s old stuff to you. It 
may be an effort to assign tasks, suggest how they should 
be handled, and follow up on them. You may feel that 
“it’s easier to do it myself.” But the secretary who shares 
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the fun and the work of party planning will find that 
next year her aides will be more willing to help. What's 
more they ll know what to do. 

The important thing to keep in mind is your common 
purpose: To have the best Christmas party possible. with 
a good time for all. It doesn’t matter who has a bright 
idea for doing something different; the results are what 
count. 

Split up the work and make each helper responsible 
for one phase of the party—food, decorations, entertain- 
ment. group singing. printing invitations and programs. 
And be big enough to share the credit when people com- 
ment on the success of the party. 


Sprucing Up for the Holidays 

A new secretary posed another question. “Is it all 
right—or does it depend upon the particular oflice—to 
have fresh, but inexpensive, flowers on your desk even 
though no one else does ?” 

Many secretaries like to decorate their desks or offices 
in keeping with the holidays. So there’s no harm in 
buying fresh flowers for your desk. Flowers are festive, 
and everyone who passes by can enjoy them with you. 

A number of women display Christmas cards received 
by their departments. “I stand the prettiest ones on my 
bookcase, where they add a bit of color.” said one secre- 
tary. “Cards get prettier every year. so it would be a 
shame to keep them in a pile or hide them in a folder.” 
Others put a small wreath or a cardboard Santa Claus 


on the office door. 
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by MARILYN FRENCH 


An imaginative miss decorates her desk with a fat 
red candle on a foil-covered plate. “Besides looking 
*( ‘hristmasy,” * she confided, “the candle keeps me at my 


desk. I can’t go away and leave it burning!” 


Christmas Remembrances 


Christmas gifts concern a number of secretaries. One 
woman asked whether it was all right to give inexpensive 
presents to co-workers. “I don’t want them to feel they 
have to exchange presents. I just want to show my ap- 
preciation to those who've been extra nice to me.” 

In such cases, you can give the presents just before 
the office closes on December 24 and explain, “You've 
been so nice to me all year that I want you to have this 
little gift as a token of my appreciation.” 

On the other side of the fence, a secretary said, “A 
co-worker whom I didn’t know very well gave me a gift 
last Christmas. It was completely unexpected. I had 
nothing to give her, so | was terribly embarrassed.” 

When a fellow employee gives you an unexpected gift, 
accept it graciously and write her a thank-you note. If 
you wish to return the favor and it’s too late to get a 
present, you can do what one resourceful girl did. “I 
lidn’t have a gift for her, so I invited her to luncheon 
the day after Christmas.” 


What About the Boss? 
“I'd love to give my boss a Christmas present, because 
he has been wonderful to me,” said one secretary, “but 


| don’t want to do anything that would embarrass him.” 
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Many men dislike receiving gifts from employees. If 
your employer is in this category, a Christmas card sent 
to him and his wife at their home is a thoughtful gesture 
and one that is appreciated. 

However, if you want to give the boss a gift, the 
choice and the way you handle it are important. A lavish 
gift would only prove embarrassing. One secretary 
solved the problem by bringing her boss a homemade 
fruitcake. This was an excellent choice because the 
present was homemade, not too expensive or personal, 
and it could be shared by his family. Christmas cookies 
are equally acceptable. 

\ different type of memento would be a desk accessory 

an appointment book, calendar, library set, or a big 
ash tray. These are suitable and moderately priced. If 
you give the gift quietly and in private, it should not 
embarrass the boss or set an unpopular precedent. 

In contrast is the complaint of a secretary who feels 
slighted because “the other men in our company give 
their secretaries Christmas presents, but my boss never 
gives me one. It’s not the value of the gift that concerns 
me, it's just that he doesn’t remember me.” 

Whether a boss gives his secretary a present is strictly 
up to him; he is not obliged to do it. If he does, it’s 
a very thoughtful gesture and usually much appreciated. 

Ironically, some secretaries who receive gifts are not 
satisfied anyway. A career girl confided, “If the boss 
gives me one more bottle of “Twilight in Oshkosh,’ I'll 
scream.” So count your blessings—and your Christmas 
bonus—and be content. 

One secretary had this suggestion for her counter- 
parts. “If your boss or your company gives employees a 
Christmas gift, don’t forget to write a thank-you note. 
You'd be surprised to know how few people thank the 
officials. We have 50 employees, and each year only 3 
write thank-you notes. This is a simple thing. and it 


makes all the effort and time spent seem worth while.” 


The Best Gift of All 

There is one gift you can give to everyone. It costs 
nothing except a little effort. Let the festive season put 
you in the mood to develop your ability to get along 
with others. Cultivate the good will that surrounds you 
at Christmastide; nurture it to last the other 364 days 
of the year. 

When brotherhood comes alive and seems more a 
reality than an idealist’s dream, mend your human rela- 
tions fences. Take advantage of the spirit of Christmas. 
This is a good time to invite a lonely co-worker to lunch 
or dinner, to nip a feud in the bud by sending a card to 
the other party, to co-operate in the last-minute rush of 
work, to show more interest in others, to relieve the boss 
by addressing his cards or doing personal shopping 
cheerfully, to see that everyone enjoys the Christmas 
celebration, to make your office a pleasant place to work, 
to renew your enthusiasm and friendliness. 

This is the greatest gift you can give, in accord with 
that given to the world in Bethlehem centuries ago. And 
you ll find it is true, “It is more blessed to give than to 


receive.” 
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SOMEHOW the autumn has fled. Where 


w 


and how it's gone vou don’t know. but 
looking office 


view is ol wind-swept streets and wind- 


from your window your 
stripped trees. Snow is falling, the air 
is frosty, and breath rises like smoke to 
mingle with the silver of Christmas bells. 


Miss 


that annual 


It's winter all right and you. 
Secretary, have a problem 
problem of decorating the office. It can 
be done with a minimum of effort, so 
don't despair. Keep calm, keep away from 
the aspirin bottle. and keep reading. 

You might find some of these ideas 


handy... 


Soapsuds Magic 


During most of the year, soap is an 
ordinary, drab household product. But at 
(Christmas time it achieves other dimen- 
sions—the dimensions of a fat and frolic- 
some snowman, for example. 

In fact, if you're searching for an easy, 
inexpensive, and unusual way to decorate 

Olliee 


confines, soapsuds are your an- 


er. Within minutes they can be trans- 


ed into gleaming snowdrifts for the 
houghs of a miniature Christmas tree, 
can paint holiday messages on windows 
or glass doors, and fashion distinctive 
ornaments for individual desks. 

Preparations are simple. Pour several 
cups of packaged soap or detergent into 
a bowl with a little water. Mix with an 
egg-beater or an electric mixer. By add- 
ing a minimum of water, you'll obtain 
very thick suds. This is “suds-dough.” a 
material that is easily molded into snow- 
men and other necessary figures. 

Add just a bit more water to the soap 
or detergent and you'll achieve a mixture 
with the consistency of thick meringue or 
whipped cream. This is “suds-snow,” a 


conglomeration | ould delight any 
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child's heart. With it. vou can splash 


ereetings across every door and window 
in the office. 

Now then, you have your weapons: the 
office awaits you. Let vour true artistic 
nature run loose and the soapsuds fall 
where they will. 

Begin, perhaps. with the traditional 
Christmas tree. 

An old-fashioned evergreen with color- 
ful balls is a wonderful choice for the 
holiday season. And a wonderful choice 
for that 


suds-snow. 


final touch is not tinsel, but 
Using your hand or a ruler, let it drift 


down onto the branches until they re 
gleaming in winter white. 

To suit a modern office decor, try a 
pink or blue tree. Deck it with gold balls, 
and, again, frost its branches with heavy 
drifts of suds-snow. Should your boss pre- 
fer a white tree, blue vegetable coloring 
may be added when whipping the suds. 
This should produce snow of a contrast- 
ing moonlight blue. 

Holiday wreaths add a cheerful note to 
any decoration schemes. Plan on  suds- 
snow, too, s0 your evergreen sprigs and 
red holly berries will sparkle against a 
white background. 

Next, a chubby snowman with a tilted 
erin. For this gentleman, use snowballs 
concocted of suds-dough. Mold one ball 
for the head and two larger ones for the 
body. Place them, in the usual order, on 
base. The balls will stick 


together as the suds dry, retaining their 


a cardboard 


shape and the “features” of the snow- 
man’s face. 

Eyes, nose, and mouth are made with 
pieces of licorice, small gum drops, or 
cuttings from a black grease pencil. If 
you want him to conform by harmonizing 
with the color scheme, technicolor gum- 


drops are the answer. For 
the traditional topper or 


high hat. try some paper. 
And, as a finishing touch, 
rim the base with holly or 
evergreen sprigs or even with 
small mounds of snow sprin- 
kled with gold or silver elit- 
ter and sequins. 

Finished? 


very dapper snowman. 


- then enter a 


If you have the time and 
ofice approval, you might 
give the gentleman a com- 
panion. Some vegetable tint, 

a little imagination and... 
Santa Claus. 
For this “jolly old elf” 
mix a bowlful of red suds 
and one of the white. Then 
make two red balls for the 
body and a white ball for 
the head. Shape a white beard by apply- 
ing extra suds with your fingers: place a 
triangle mound of red suds on top for his 
cap. Finally, add eyes and a nose. 

Now for the window dressing—and 
here again soapsuds can provide the nec- 
frills. Co-workers will like their 
textured effect; the 


maintenance staff, their easy disappear- 


essary 


three-dimensional 


ing act. 

Whip up your suds and apply with 
either fingers or brush. A simple candle 
outline or wreath might be inserted be- 
tween the “Merry Christmas” and _ the 
“Happy New Year” of the greeting as an 
added attraction. And again, for color 
effects remember the old reliable—vege- 
table dye. 

Trees decorated. snowmen in_ place. 
and windows painted, you'll deserve a 
reward. Why not give yourself one by 
creating a holiday ornament for your own 
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desk. Basic ingredient?—an ivy or philo- 
dendron plant. Add one candy cane and 
you re in business. 

Stick the cane in the soil behind the 
plant, then twine the ivy tendrils around 
the cane in trellis fashion for a tradi- 
tional red and green Christmas picture. 

If the soapsuds method still fascinates 
you, however, you might use it for your 
own ornament. 

Form a white ball of suds-dough with 
vour hands and place it on saucer. ash 
tray, or cardboard. Stick a small candle or 
andy cane in the top. Christmas greens 
nake an attractive rim for the base, but 


0 conserve space put colored gum drops 


a shiny licorice-stick border right into 
he suds instead, 

When all your suds-decorations are 
ompleted, let them dry for twenty-four 
hours. They'll keep their shape and you'll 


ep the position of office decorator 
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the penalty for having done a good job. 


Top It With a Tree 

No office is ever completely decorated 
without a tree. Another Christmas cue, 
this time from Dennison’s, mixes tradition 
and talent to come up with this rose 
topiary tree. 

The first step is to collect all the nec- 
essary materials. 

styrofoam ball 5” in diameter 

crepe paper: Siamese pink, blush pink, 

and holiday red 

dowel stick 

small vari-colored Christmas balls 

toothpicks 

flowerpot 

spool wire 

The next step?—put them all together 
and hope. 

Cut a strip from the crepe paper 8” 


lor g acToss the grain and 114” Ww ide. Fold 


it in half three times. Cut in folded edge- 
14”, round corners. Open strip and cup 
petals, turning tops of last four petals 
with scissors blades. Roll petal strip start 
ing with cupped petals and tie securely 
with spool wire. Cut off surplus paper 
and attach to styrofoam ball with a 
straight pin. Cover ball completely with 
roses. Scatter small Christmas balls at 
tached to tooth picks among the roses and 
spray top with glitter. Attach ball to 
dowel stick that has been gilded or cov 
ered with crepe paper, secure firmly in 
the flower pot base reinforced with tissue 
paper. 

And, for the third step? Sit back and 
admire it. 


Santa Claus Pinata 


If an office party is on your agenda try 
a grab bag, foreign style. This Santa 


Claus pifiata (Continued on page 48 
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by Maura Mara 


NCE UPON A TIME there was a secretary who had 


an oflice with wall-to-wall carpeting. a private patio, 







































and a swimming pool. . . . Till the clock struck mid- 
night? Not for this Cinderella. She insured her “pump- 
kin” by moving to Pasadena. 

It all started with a wish. but no magic wand. Sally 
Pritchard drove past the newly constructed Stuart Com- 
pany building one evening. envying those who worked 
in such luxury. She returned to apply for a position, the 
personnel interviewer played “fairy godmother,” and 
Sally found herself with a glass-enclosed office—if not 
the slipper. 

But it actually started when Stuart Company, pharma- 
ceutical manufacturers, commissioned Edward D. Stone, 
architect of the United States Pavilion at the Brussels 
World's Fair, to design their oflice-factory. The only 
stipulation the firm made—‘“an eflicient and pleasant 


il ia 
ties 


environment for the employees.” 

“And pleasant turned into perfect,” adds Sally, who 
is secretary to Dr. W. C. Gakenheimer, administrative 
adviser to the president. But you be the judge. 

Sally drives to work each morning—a fifteen-minute 
trip from her home in San Gabriel—knowing there'll be 
a spot for her in the company’s large parking area. A 
few more steps—not stops—and she’s seated in her pri- 
vate office, an almost-replica of the boss’. 

Each office has its own terrace, overhanging the front 
pool and screened from the street. Sally reads the morn- 
ing papers on her patio—during coffee break. of course. 
Dr. Gakenheimer—and Sally—handle much of the com- 
pany s foreign correspondence, but papers never get out 
of hand. Those sometimes unsightly file cabinets are 


concealed behind stained- (Continued on page 52) 





Sally’s day takes her from Dr. Gakenheimer’s office to 
ier own (above), then out to the pool for a fast swim. 
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It's a park... it’s a playground .. . it's the Stuart Company! A pool in front (for decoration). a 
00 } y / ir , ; ; 
pool in back (for dips). and a fountain (for mealtime atmosphere). All this—and a salary. too 





rally drops in at one of the laboratories to find out “what's cooking.” but Mr. Ezers’ brew is a secret recipe 
festing and control areas such as this are glass-enclosed to permit visitors to sightsee without interrupting work 
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by Kathy Larkin 
The 
Money Tree 


and what to do with it 
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s have changed. as any descendant of the 
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eminist movement knows. The ladies have moved away 

ym the stoves and into the statistics business. Single o1 

married, they heip to supply ind supervise the “ins and 
ts ol that necessary item——-money. 

\ good percentage of if ends up in insurance. lnsur- 

iys a major part in the financial plans of six out 

families. A recent survey indicated that some 

() American families now put 10 per cent of 


the in insurance. Women alone own about 1/6 
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of this is due to an increased understanding of what life 
insurance means, much to company innovations. 

Insurance was. and is. a gambling business based on 
scientific estimations. Its basic premise is optimistic. 
The companies wager that most humans will survive 
into a respectable old age. And. of course, since most 
will. these will balance the few who don't. 

Events have proved that this optimism and spreading 
of risks pay off because the insurance business is based 
on a solid foundation of percentages. It pays off that 
is. unless an epidemic should abruptly claim every pre- 
mium-paying American at precisely the same insta 
The money goes in: it comes out. This was ever 
during the depression years. The value of the money 
self had depres iated: but the companies remained sol 
vent, and the people could collect their dollar bills—if 
only to paper the walls with them. 

Last year alone. Americans received more than 7 
lion dollars in benefits. Of this, however. 60 per cent 
represents a new element in insurance, an element as 
modern as the twentieth century itself—~“living benefits” 
collected by the policvholder. 


Which. in turn. means today's secretary has 


for gambling. She's wagering on her ability to collect 
more from the insurance companies than sorrowful 
last respects. And the odds are with her. thanks to a 
variety of contracts. Among them are the four bas 
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1 loan. The monev you have put in vou can take out. 
fe differs from straight life in three 
ways. Ll. Your protection is still for life. but after a cer- 
taim age. premiums are discontinued. 2. As a result, 
the company must charge higher rates on the premiums 
Because you put money in at a faster 
rate. the policy s cash value increases faster, too. 

More than any other of the three perhaps, an endow- 


mer policy is a matter ol pure Yankee economy and 


determination. Economy keeps those premiums flowing 


? 


toward the insurance company until you accumulate 
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av (tae 


will 


need. whether it’s in the Cadillac or carriage 


Insurance meet your family’s every 


class. Why? Because insurance has a policy 


for every purpose 





specified cache of dollar bills either by a specified date 

or a certain age. Determination makes you outlast work 

and weather until your policy matures. This done, you 
collect the reward, prop your feet up. and relax for life. 
While building for the future, however, pure endow- 

! ment does not protect the present as term, straight life, 
or limited payment insurance would. Should you die 
before the maturity date, your beneficiary will receive 

| only the 


! more. The reason? 


amount of money you've paid in—nothing 
Pure endowment is as much a form 
of savings as a bank account and provides as much pro- 
Insurance and endowment be combined 


tection. may 


into the same contract. Actually, pure endowment is 
seldom issued. 

Added to these are some variations. For example: 

The family income plan serves couples or widows with 
young children by offering the greatest possible protec- 
tion at the lowest cost. 

Should the policyholder die within a specified time 
(generally ten, fifteen or twenty years), the family will 
‘ receive a monthly income. At the end of this time, when 
the children should be grown. the checks stop, and the 
family gets the full amount of the basic policy. 

’ The retirement-endowment policy combines life insur- 
ance with a life income. 

On the day the policy matures, usually when she is 
sixty-five, the career secretary can begin a series of in- 
come collections on the monthly installment plan. If this 
excites no interest, she can take it in one lump sum. 

Should she die before the policy matures, her bene- 
ficiary will receive whichever happens to be greater, the 
lace value of the policy or the cash value (what she’s 
paid in premiums). 

These are but two of many choices. Before consider- 

these or any other combinations, however, try this 


: you—plus a little hard thinking. 
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Not every secretary wants, or needs, the same type 
of insurance. 

The single girl with no major responsibilities may 
be well protected through company group insurance. 
This method also has one outstanding advantage: her 
employer shares the bill. If she stays single, however, 
no one will share her retirement bills but herself, with 
perhaps a slight boost from Social Security. 

An endowment-insurance policy, such as the retire- 
ment-endowment, might be just the answer to her 
problem. 

For the married woman, or the widow with family 
responsibilities, the situation is somewhat different. Her 
main concern would be income replacement after death 
—a means of insuring her family support, clothing, 
food, and education. 

And these, together with mortgage protection, pay- 
ment of taxes, and business maintenance, sum up the 
needs life insurance can meet. 

Whatever your needs, before spending a penny on 
insurance, spend a few minutes on this financial quiz. 


Roughly stated it runs this way: 


First: What amount of money do you want to leave your 
dependents if you should die today ? 
Will you require more or less insurance protection 


to meet their needs as time goes on? 


Second: When would you like to be able to retire? 
What amount of income would you and your family 


then need ? 


Third: How will you be able to pay for your insurance 
program? 
Which is more likely: that later on you will earn 
more, the same, or less than you do now? 
Are budget demands liable to be less or greater as 


times goes on? 





Once you've found the right answers 
for this game of Twenty Questions, try 
another category. The subject of pre- 
miums, for example. 

But. what happens if you forget the 
whole subject—and the premium? Some- 
thing politely termed the “grace period.” 
This usually lasts 31 days, and during 
that time all absent-minded souls may 
redeem themselves at no extra cost. 

Should the 3lst day pass without your 
check bobbing gently through the mails, 
the insurance companies will suggest 
compromises. These are disguised under 
the somewhat mysterious title of “non- 
forfeiture values” and can work in sev- 
eral ways. 

The basic type is the cash value. This 
applies mainly to the secretary who needs 
money more than the insurance company. 
To keep her policy in force she can obtain 
a loan from the company using her policy 
as security, or she can take part of her 
policy's cash value and leave the re- 
mainder with the company to maintain 
the policy itself. 

Extended-term insurance is also based 
on the cash value of the policy and can 
be invoked when the secretary wishes to 
continue the policy but not the premiums. 
Take an endowment-insurance policy, for 
example. 

Such a policy gives the secretary both 
protection and savings—-in this case, the 
cash value or money she has paid in. 
Protection can be continued if the net 
cash value of the policy is used to pay 
up the policy. Savings will be reduced or 
eliminated. since it is the savings them- 
-elves that are used to buy protection. 

Reduced paid-up insurance works in 
somewhat the same manner. But instead 
of retaining the old policy at the old face 
amount, the secretary continues the origi- 
nal policy plan at a reduced face amount. 
lhe face amount itself will be determined 
by how much the cash value of the old 
policy can purchase in paid-up protection. 

Automatic premium loan plan allows 
the policyholder to act out a dream come 
true—to instruct the company itself to 
pay the premiums. There is, however. 
one catch. Such premium payments are 
charged against your policy as loans. 
When the “loans” amount to the value of 
the policy, the policy is automatically 
canceled. 

If you 


already have an insurance 


policy, check it. In the absence of any 
instruction by you. whichever course your 
policy states is the one the company will 
accept. 

In addition to the ~s!rguards provided 


hy this premium-jugy the policy- 


holder has other right- \mong them: 
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(1) the right to choose a_ beneficiary: 
(2) the right to change beneficiaries: (3) 
the right to decide how the final benefici- 
ary will receive your dollars and cents. 
You have five options in this: 

Dollars at interest. The insurance com- 
pany retains the principal sum. The in- 
terest from this is paid to the beneficiary 
as income. 
dollars. 


made over a specified length of time, with 


Fixed-period Payments are 
the amount of payment depending upon 
the time chosen. 

Fixed-income dollars. The amount of 
each payment is chosen: the time depends 
on how long the money lasts. 

Dollars for life. The income is made 
payable for the lifetime of the beneficiary. 
depending on his or her age at the time 
payments begin, the rate of interest guar- 
anteed, and the type of income chosen. 

You have still one other option: leave 
the choice itself to your beneficiary. 

Another subject lor questions is that 
of annuities. 

An annuity is a contract that gives its 
buyer an income for a certain number of 
years or for life. It comes in two brands— 
straight life or refund. 

Both pay a stated income as long as 
you live, but with straight life. such pay- 
ments stop when you die. Under the re- 
fund type, a smaller income is paid: but, 
should you die before collecting as much 
as you had paid in, the company guar- 
antees to pay the balance to your bene- 
ficiary. 

How do you select a company? Its 
simple, really. Just start investigating 
with these items in mind: (1) its reputa- 
tion and standing among the community, 
(2) its record of complying with the state 
and federal laws imposed on insurance 
companies, (3) the relation of assets to 
liabilities. and (4) the type and terms of 
the policies it has to offer. 

Some terms and restrictions are very 
similar—no matter what the name of the 
company. Among these: 

War. In time of war, every company 
will issue a contract clause refusing to 
pay for deaths or injuries resulting from 
military action. This, however, can only 
apply to brand-new policies. 

Incontestable contract. After a specified 
time in force, usually two years. every 
policy is incontestable unless fraud has 
been practiced on the part of the policy- 
holder. 

Accident. Many insurance polices con- 
tain a double-indemnity clause. This pro- 
vides for payment of double the face 
value in case of accidental death. 

Suicide. The companies will pay if the 


(Continued on page 49) 








INSURANCE TERMS 


Convertible Term Insurance. Term in- 
surance providing the right to exchange 
for a permanent plan of insurance with- 
out evidence of insurability. 

Deferred Annuity. An annuity provid- 
ing for the income payments to begin at 
some future date, such as in a specified 


number of years or at a specified age. 


Disability Benefit. 
a life 


\ feature added to 
insurance policy providing for 
waiver of premium and sometimes pay- 
ment of monthly income upon the furnish- 
ing of proof that the insured has become 
totally and permanently disabled. 

Dividend. A refund of part of the pre- 
mium on a participating life insurance 
policy. It is a share of the surplus earn- 
ings apportioned for distribution and re- 
flects the difference between the premium 


charged and actual experience. 


Face Amount. The amount stated on the 
face of the policy that will be paid in 
case of death or at maturity. It does not 
include any amounts added through divi- 
additions, double 


dend indemnity, or 


other special provisions. 


Level Premium Insurance. Insurance 
for which the cost is distributed evenly 
over the period during which premiums 
are paid. The premium remains the same 
from year to year and is more than the 
actual cost of protection in the earliet 
years of the policy and less than the 
actual cost in the later years. The excess 
paid in the early years builds up the 
reserve, 

Non-participating Insurance. Insur- 
ance on which no dividends are payable. 
The premium is calculated to cover as 
closely as possible the anticipated actual 


cost of the insurance protection. 


Policy Reserves. The funds that an in- 
surance company holds specifically for 
the fulfillment of its policy obligations. 
Reserves are so calculated that, together 
with future premiums and interest earn- 
ings. they will enable the company to pay 


all future claims. 


Renewable Term Insurance. Term in- 
surance providing the right to renew at 
the end of the term for another term or 
terms, without evidence of insurability. 
The rates increase at each renewal as the 
age of the insured increases. 
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It’s 
Gift Time- 


for you 





Ever give yourself a Christmas present? I} 
not, now is the time to start. It should be 
something youd really like to have, not 
something you need. Christmas is no time 
to be practical, particularly with yourself. 
Herewith some thoughts on gifts jor you: 
A. A party dress—pretty, feminine, definitely 
eye-appealing. This, by R & K Originals, is 
in pale, pale beige silk organza over taffeta. 
Jewel-necked bodice trimmed with brilliants: 
full, full skirt; wide set-in midriff of match- 
fhout $30.00. 
Richelieu 
combines wafer-thin pearls and glittering 
gold beads with a lavish hand. Necklace, 


$10.00. Bracelet. $7.50. Earrings, $4.00. 


ing satin, Sizes 9-17, 10-18. 


B. Jewelry—in a festive vein. 


~ 


C. A blouse to “dress up a dark skirt. The 
color: white, of course. The accents: embroi- 
dered snow flakes and a tiny black tie. The 
fabric: drip-dry Dacron and cotton. By 
Vacshore. $5.98, D. Silk—yards of il 

whisked into a shirtwaist dress with lots o} 
glamour. Fitted bodice. convertible collar. 
cuffed sleeves, wide skirt. The print ts bright, 
Oriental in feeling. bound to light up the 
holiday scene. Sizes 9-17, 10-18. {hout 


in R & K Original. 


$25.00. 





































IRROR. MIRROR on the wall. Who is the fairest of 
them all?” .. 


ror. Modern words repeated—consciously or perhaps 


. ancient words said to a magic mir- 


subconsciously—by many a woman as she gazes hope- 
fully into her own mirror. 

Let’s face it—all of us yearn to be attractive. We 
wouldn't be females if we didn’t. And this desire sends 
us to doctors, druggists, and cosmeticians all across the 
country. Were on a never-ending, giant treasure hunt 
to improve what nature has given us in the way of face 
and figure. 

The improvements themselves cover a wide range 
from miracle pills to illusion cosmetics. There are lips- 
sticks, perfumes, powders, eye liners, and rouge. There 
are foundation creams, night creams, cleansing creams, 
softening creams, wrinkle-resistant creams and creamless 
creams. Let Madam Secretary indicate a wish, and 
quicker than fabled Alladin’s lamp, science has the an- 
swer for her. 

That cosmetics are a blessing to women, few, if any. 
would be rash enough to deny. A touch of foundation. 
the stroke of an eyebrow pencil, the pat of a powder puff. 
or blending of color can deepen physical beauty or create 
an illusion where none was before. The woman with 
good features can emphasize them, the woman with 
faults can disguise them. 

Yet, ingenious and helpful though cosmetics may be. 
they still can not supply the final, basic answer to that 
unending question: “What is beauty?” The answer to 
that must come from you yourself, for you alone can sup- 
ply that “certain something” that is beauty—the inner 
serenity and compassion, the spirit that comes from 
within. 

Cosmetics are only an illusion and, like all illusions. 
must be based on a reality of some sort. With this real- 
ity the plainest of women can clothe herself in magnetic 
attraction; without it, the most beautiful of women can 
never hold her beauty. It will prove ethereal, intangible 
with the flimsy substance of smoke. 

Time can someday lay its chilling fingers across her 
cheek. It can never touch the spirit, for the spirit and 
all that springs from it is timeless with a beauty that 
will outlast the minutes and hours beyond time itself. 

And yet it is elusive too, this inner, beauty. It is 
compounded of many. things, but it is not something 


that can be seized and held captive in both hands. It is 
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' 
THAT, ' 

CERTAIN 

*SOME- 
THING 


never held, never embraced. but sometimes caught in a 
fleeting glance, in the lilting sound of laughter, and 
often in the soundless depths of silence itself. 

You may see it perhaps in the shining wonder of a 
child and the precious fragility of a weary old man as 
they share the beginning and end of life together. You 
may see it in the face of a mother as she bends above 
her sick child. It may be a tired face with shadowed 
eyes, yet in that moment it is beautiful for it bears, so 
that all may see, the marks of love and compassion. 

What is this beauty? It is hard to say. 

A smile can be part of it. for a smile is a very versa- 
tile thing. It can change the face of ugliness or hesita- 
tion. It can banish fear. It is fluent in the wordless 
language of sympathy. alive with the gaiety of shared 
amusement, or quick with the tenderness that comes for 
no reason from the human heart. It is a very powerful 
thing, a smile—powerful because it is essentially com- 
passionate, and compassion is an essential part of beauty. 

Good manners are a part of it too, for good manners 
are the outward sign of that compassion, the outward 
sign of understanding. They are the centuries-long 


salute of civilization—a salute that springs not from the 
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etiquette books, but from an inbred respect for other 


human beings. 

And humor is a part of it, the laughing, glancing 
ability to see people and events in their just proportions. 
To have humor is to have balance. To have humor is to 
withstand sorrow and withhold bitterness. To have 
humor is to find the serenity that comes with true 
maturity. 

Charm is a part of it, lending spontaneity to good 
manners, and the consideration that goes far deeper than 
good manners. 

These combine to achieve beauty and, with them, 
many other things. But they are not beauty’s inner core. 
They are not the hard, necessary foundation of beauty 
itself. 

This, the magic ingredient which produces such haunt- 
ing and intangible results, is a very plebeian quality in- 
deed, and the most necessary. It is honesty—that type 
of honesty which not only recognizes but welcomes truth. 

To gather and maintain all these things is the work 
of a lifetime, but in the gathering something else is 
gained— individuality. that distinction which is the final 


seal of any beautiful object. 
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HAIRSTYLE BY COIFFURES AMERICANA 


A very old woman, her face wrinkled and seamed 
from living, often has it. She is beautiful with a beauty 
that few younger people can equal, for it was garnered 
carefully, this beauty of hers, built up through years of 
living and accepting and loving. There is warmth in 
this kind of beauty, and patience and giving. There is 
something of courage and something of wisdom. Each 
line on her face is beautiful, for each line was placed 
there by emotions or events that have made her perma- 
nently and forever the person she is. 

She is unique, and it is this quality which is the 
accolade of true beauty. 

Thoughtless people do not have it, nor the very young. 
[mitative people do not have it, nor perhaps the overly 
timid and fearful. It does not remain as a birthright, 
this quality of uniqueness. It is something which must 
be earned, and the earning is hard. 

Christmas is a good time to begin, for inner beauty 
is closely related to Christmas. It is not the spirit of 
evergreen trees and gaily wrapped presents. It is not the 
spirit of carol singers and family gatherings and hang- 
ing tinsel, 


It is the spirit of Christmas itself. 
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By Florence Elaine Ulrich, Director, Gregg Awards Department 





CONTEST COPY 
Also copy for December OGA Membership Test 


(See instructions on opposite page.) 


g- 9 0 O-D_ CW— 
dene 


(Turn to page 52 for Junior OGA Test) 


INTERNATIONAL 





‘IBBONS, just how do you explain 

the popularity of your shorthand 

classes?” the somewhat bewildered prin- 
cipal asked his assistant. 

Gibbons smiled. “I’m afraid I can’t 
take any credit—it’s the International 
OGA Contest!” 

Modesty excepted, there’s a good deal 
of truth in this statement. The Gregg 
Awards Service, highlighted by its annual 
International Contest, adds spirit to 
classes. Students are eager to compete for 
individual and group awards while per- 
fecting valuable shorthand skills. 

Nor is enthusiasm limited to the class- 
room. Witness this letter from a secretary 
at a large chemical company: “We girls 
didn’t realize we could band together and 
send an entry until we saw pictured the 
group winner of last year’s Professional 
Secretary Division. Now we've formed a 
‘team’ to be eligible for this year’s com- 
petition.” 

The challenge of the big International 
OGA Contest affects young and old, stu- 
dents and teachers, shorthand reporters 
and secretaries . . . all those who write 
Gregg as a business convenience or as a 
hobby. And enthusiasm is running espe- 
cially high this (Continued on page 52) 
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RULES AND PRIZES FOR 


PRIZES ARE AWARDED on shorthand style 
only. Notes must be written fluently and ac 
rately. Do not draw the outlines. Write them 
normal speed. Pay close attention to form 

f curves, size of circles, length of strokes, and 


nt—and write firm, smooth notes. 


Prizes are given for both team and individual 
fort. Ten or more entries from a school or office 
nstitute a “team.” Fewer than ten entries are 


sible for individual prizes only. 


School teams will be entered in their respective 
ool divisions: Public High School, Parochial 


legiate (Colleges and Private Schools), 


- 


School, Co 
{ International (schools from countries other 
n the United States and its possessions). 
+} 


ns from offices will be entered in the Pro 


onal Seeretary Division 


Prizes 


The Grand Prize. A beautiful loving cup will 
be awarded to the team making the highest score 

the OGA Contest, and $100 U.S. Savings 
Bond will be awarded to the teacher or supe 
visor of the winning team. If more than one 

cher is represented in a team, the prize will 
be divided equally. School cups are permanent 


rd 
iwards, 


Every team entered in the Contest, both from 
schools and offices, will be considered for the 
Grand Prize: but the team that wins it Is auto- 

tically taken out of petition for the First- 


Prize Trophy in its respective division 


DD sional fwards: 


First Place 


9: 
rded to the winning team and a $25 U.S 


First-Prize Trophy Cup will be 


Savings Bond to the teacher or teachers 


Second Place. A handsome Wall Plaque, suit 
engraved, will be awarded to the winning 
A personal prize, “Stik “N’ Lik,” a beau 


ful leather pen stand with compartments for 


mps and Scotch tape, embossed in gold, will 


iwarded to the teacher 


d P ace. 
rded to the winning tea 
rm bracelet with OG A emblem in blue French 
el or an Esterbrook Fountain Pen Desk Set 


the teacher. 


Third-Prize Wall Plaque will be 
t n ind a gold plated 





Vext Five Places. A handsome Prize-School 
Banner will be awarded to the teams winning the 
ex ve places, and a personal prize of a gold 

ted charm bracelet with OG A emblem in blue 
French enamel or the Esterbrook Fountain Pen 


yesk Set will be given to the teacher. 


Vext Fifty Places (all divisions): An Honor 
e Mention Banner will be awarded to the 


s taking the next fifty places in the 


Honorable Mention Certifi 
ims with a score of 50 or better. as follows 
d Seal, rating of 70 or better: Red Seal, rat 
of 60 or better; Blue Seal, rating of 50 or 
ter. 


tes will be aw irded 


lhe OGA Honorable Mention Certificate, 
fully engrossed, may be had mounted at 


vely on a mahogany plywood plaque, 10 


191 

12% inches, laminated with gold bevel and 
stripe around the Certificate and backed 
in easel, for $5, postpaid. This is a beau 


d 


permanent award 
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THE 47 OGA CONTEST 


Individual Prizes 


All shorthand writers, except winners of first 
place in any previous OGA Contest, are eligible 
to compete. 


Individual specimens will be classified accord- 
ing to the status of the writer as follows: (1) 
Teacher, (2) Student, (3) Professional Secretary 


(including Shorthand Reporters). 


The Individual Grand-Prize loving cup will be 


iwarded to the writer of the rest specimen Tre 


i 


ceived in the Contest. 


Identical prizes will be awarded in each of the 
Individual Divisions: 


First Place. Loving Cup. 
Second Place. Plaque suitably engraved 
Third Place. Plaque suitably engraved. 


Vext Ten Places. A gold plated charm bracelet 
with OGA emblem in blue French enamel or 
the Miniature De Luxe Shorthand Dictionary 


{/l specimens rating Honorable Mention will 
receive the gold OGA Pin. 


Duplicate awards will be made in the event 
ot ties. 


Rating of Specimens 
Teams are rated on: 
1. Percentage of papers submitted from short 
hand writers in class or office competing 


2. Percentage of 


OGA Membership. 


pecimens qualifying for 


. Percent ig ot specimens iw irded Honor ible 
Mention. 


1. One point additional credit will be 
for each Honorable Mentio 
of additional credit will be given for each Junior 
student who qualifies for OGA Membership 


ven 


1, and one-half point 


Contest Committee Anne G. Kovacs, Charles 
E. Zoubek, Charles Rader, Howard Newhouse, 
Henry Boer, and Florence | Ulrich, Contest 
chairman. 


Read the instructions caret \ Plore weber 
, /; ] 


iIndivie uo and team papers 





ATTENTION TEACHERS 


To avoid delay in delivery of your 
awards tests, please see that sufficient 
postage is put on the package at the 
time of mailing. Postage on tests must 
be paid for at first-class postage rates 

Do not use prepaid envelopes. The 
Awards Department does not pay post 
age on tests and is unable to accept 
mail upon which postage is due. To 
avoid delay and disappointment, there 
fore, please see that sufficient postag 


is paid at the time tests are mailed 











General Instructions 


1. The Contest copy on the opposite page must 


be use d. 


2. Use good penmanship paper, preferably 
ruled. 


3. Pen (preferably) or pencil may be used, 
except in the Teachers Division. Either pen-writ 
ten notes or a photograph of blackboard notes 
must be submitted in the Teachers Division of 
the Contest. 


4. Write your name and address at the top of 
the Contest paper. If you are a teacher, mark 
your Contest entry “Teacher's Division.” Give 
the name and address of your school and state 
whether or not you held an OGA Membership 


Certificate or other Contest award. 


If you are a reporter, stenographer, or secre- 
tary, give the name of your firm and mark your 
Contest copy entry “Professional Secretary Di- 


vision. 


5. Only one paper may be entered by any one 
contestant. The Contest copy may be practiced 
for the development of your best style of short 
hand. 


6. Mail Contest entry to OGA Contest Com- 
mittee, TODAY'S SECRETARY, 330 West 42 
Street, New York 36, N.Y. Postage must be 
paid at first-class rate. 

7. An OGA Contest Blank, properly) filled out, 
must accompany School Contest Clubs. Teachers 
may obtain this blank by sending their request to 
the OGA Contest Committee, together with a 
stamped, self-addressed enve lope Phe Contest 
Blank is required with School Club entries 


only. 


8. There is no fee for submitting entries in 
the Contest. 


9. If the Contest entry, however, is to be con 
sidered for the OGA Membership Certificate or 
Pin also, the paper should be addressed to the 
Membersh p I Xaminer, PODAY be) SEC RI I ARY 
330 West 42 Street, New York 36, N.Y. The 
usual fees for Membership application will be 
required: 15 cents for Membership Certificate 
90 cents for Superior Merit Certificate or OGA 
Pin. Superior Merit Certificates are issued only 
on qualifying pen-written specimens. The Supe 
rior Merit Certificate may be mounted on i 
plaque lor a charge oft $5.50 


10. The Contest closes March 1, 1960. (Cor 
testants outside the United States have until 
March 15.) Results will be announced in th 
June issue of TODAY’S SECRETARY. Vo r 
port on the contest, other than the p he 
report in the June issue, can be made. Certih 


reports on Vembership ap 


pp cu 5 ‘ ¢ 

prizes will be mailed just as soon as the are 
prepared 

ll. Only one team may be entered from a 


school or office, but the work of the contestant 
of more than one teacher or department may ' 
bine their work into one team representing the 
school or office 

12. In order for us to rate school teams proper 
ly, the teacher must state specifically which are 
Senior and which are Junior students 

“Review” students or postgraduates must be 


entered as S« niors 

















THE VALUE OF EDUCATION 


There seems to be a fairly common belief among young peo- 
ple today that graduation from high school, business school, 
or college means that school days are at an end. Once they 
receive their diplomas, they breathe sighs of relief and bid adieu 
to books, teachers, and classrooms. 

Education should be a continuing process—if you want to be 
a success, that is. There’s always much to learn, and you can 
have fun while learning. 

If you’re starting out on your first job, you may want to 
take courses to increase your efficiency—and your chances for 
advancement. Or, if you are planning to change to another field, 
you may want to take courses to prepare for it. Even if you 
are not interested in taking courses to help you on the job, 
there are many subjects you can take for the sheer pleasure of 
learning something new. 

Education of any kind is stimulating, broadening, and fun. 
It keeps you alert, keeps you growing mentally, helps you be- 
come a more interesting person. Once you start learning anew, 
you'll find no place for boredom in your working or leisure hours. 





















Dear Subscriber: 


artough you ha nt tice us to continue 


your subseri ption to Modern Age» I have reserved a 
copy of the forth toming 1s issué. 


It is so easy to stilt n 


subscription. I am certain that you intend to senda 
Pe snl renewal and that you would not want to miss the 
Ssue ngw coming off) press. If will be one of the 
best we have’ ‘Pith 1i shed 


--an issue that will relat from the_ 
first page toast with the latest, dez- 
welopments in advertising, producti, (*%*<= 
and merchandising of dozens of new items. ev 
rn : 
Won't you takeéa minute to check the enclosed 
renew@l card and put it in your ouf fkoing mailg I 
will see that your subscription is extended preper= 
jw and that the forth Coming issues reach you on or 
about the first of each month. vA) re¢newing your 
subscription for two years at Fo can save a dolj- 
jlar...and not have the touble 6 ¢newing so soon ~~ 
again. 








Very confally yours, 


Circulation Director 








38 


JUNIOR 
OAT 


(Order of Artistic Typists) 


To qualify for an award, this article 

must be: (1) well placed. (2) neat, 

(3) indented uniformly throughout, 

(4) correctly spelled and punctuated, 
and (5) accurately typed—no strikeovers 
or typographic errors. 


Leave a blank line between paragraphs, 
even in single-spaced material. 


Use plain white paper. and practice 
the test as often as you wish. Submit 
your best specimen for an award. 








TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
412 Street, New York 36, New York). 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents for 
each OGA, OAT, or 50-word CT pin; 
75 cents for each higher-speed CTI 
award. ¢ Be sure your name and ad- 
dress appear on your paper. ¢ Any 
group of papers submitted should be 
accompanied by a typed list of names, 
designating the award desired by each 
candidate. ¢ Test applications receiy ed 
without fees are held thirty days only. 
* Each Competent Typist Test must be 
certified by the timer. The certifica- 
tion should read as follows: “I hereby 
certify that I timed this test for ex- 
actly ten minutes and that it was writ- 
ten in accordance with the rules.” ¢ 
December copy is good as membership 
tests for OAT, CT (page 12). and 
OGA awards until January 25, 1960. 








SENIOR 
OAT 


Arrange this letter in 
your best style, 
either on plain paper 
or on a letterhead. 


Check your work to see that you 
have made all the corrections 
indicated. Then send us the copy 
that you consider the best. 
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abrasion 
accessories 


andirons 
antique 


appliances 
appliqué 


apron 


Axminster 


baroque 
bedding 


beige 
Biedermeier 


bird's-eye 
bombé 


boudoir lamps 
box spring 


break front 
broadloom 


brocade 
brocatelle 


Brussels 
buckram 


buffet 
bunk bed 


bur! 


cabinet 


canopy 
carpeting 


case goods 
casement 


casters 
cedar chest 


ceramic 
chaise longue 


chandelier 
chenille 


cherry 
chesterfield 


chest-on-chest 
chiffonier 


chinoi serie 
chintz 


Chippendale 
chrome 


cloisonné 


coil springs 


colonial 
commode 


console 
corduroy 
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Furniture Terms in GREGG SIMPLIFIED 
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Compiled for Today's Secretary by Nick W. Garfin 


credenza 
cretonne fre 
crotch veneer ~y 
crown molding {-~ - 

ao < 
cusnion 

! 

dado . 

2, 
damask ) 
davenport pn 

: e - 
. a , 
gecor t 
2 
denier 
~ ~~ “ 
Directoire j 
dovetai! : 
i , esi a 
esl “ 
dowel yt < E 
drawer 
dresser 
Early American 2 $2... 
Empire ‘ : 
end table & - 
escritoire J. - — 
faille ee 
) 
floor lamp  — 
) 
footboard 4 
four-poster 4f— 
French Provincial cs, 
fresco C, * 
frieze 2 2 
aa , 
fruitwood ha er 
furniture 2 
gallery "Qu 
gate-leg ye 
c 
Georgian ~ 
grille Y = 
¢ 
hassock 2 .) 
headboard Za ‘hh 
Hepplewhite i 
highboy 4 
Hitchcock , ae 2) 
homespun < 7 
innerspring owt 
inventory =f 
L- 
Jacquard et 
jute ZL 
kapok > 
Kirman 8 i 
. a 
lacquer — 
laminate Ps at 
latex —_ e+ 
love seat ee 
mahogany Ae 


marble r 


marquetry 


P 
matelasse 


medallion 


merchandise 


metal dinette 


miter 


modern 


module 


monoair 
moiré 


monochrome 
mortise 


mosaic 


motit 


muslin 


nylon 


occasional table 


ormolu 


ottoman 
overstuffed 


patina 
pedestal 


peti™point 


pewter 


piecrust table 
pier glass 


plastic surface 
platform rocker 


plywood 
polish 


polychrome 
porcelain 


primavera 
Queen Anne 


quilting 
reclining chair 


refectory table 
refinish 


reflector lamp 
refrigerator 


Regency 
reproduction 


rocking chair 
rococo 


roller print 
room divider 


Sarouk 
satinwood 


scatter rug 
sconces 


& a P 
s—t 
2 = 
7_¢ 
ZL 
"i f o 
- ”“ 
3 
i ~ a od 
ck 
& > 
a — 
rA& 
RS 
«<7 
~ é—= 
? 
a 
< — ? 
< ~ 
*) 
A 


aA, 

e _ 
i 

. ) 

5 ame /, 

7 oo 
4... 


—<_— 4 
are 
6-4 - 
VA —. 

— =a 
a 


sealer finish e U4 
ean A 

selvage _ 7 
serpentine / @y 4 
settee ” oa c 

é 
shellac ew 
Sheraton é¢6 
sideboard 

baw 
slip cover C - 

5 4 
sofa bed GF 
stacking cases ()é 7 
step-up table 7 
stipple Ty ae 7 

‘ . 4 € , 
studio couch * gi 
suite ? 
swag oi 
swatch mar 

4 
swivel chair 
> 

table lamp va 

(v ° 
tambour / 
tapestry 7 . 

a 
tavern table q 
teak <_ 2 
ticking 7. 
tiebacks rd 

} 

< . rt 
tilt-top table coma 
tongue and groove x ? 
torchére “G , 
traditional — ” 

9 
transitional < 
trestle table so 

si _= 
Tudor : 
unfinished furniture - 
upholstery h.. yer ) 
varnish ov 

) 
velvet ~ ¥) ) 
Venetian blind y ie 
Victorian ya eS 

é 
vignette ) 

« — 
vinyl! "a 
wall-to-wall carpet Cancsstll 
warp “hy »” 

7 
webbing sch 
Welsh cupboard a ~ 
welt / 

aa 
wicker A~ . 
Wilton - a 
Windsor 2 
‘ , ~ 
wing chair Hy 
wood filler ”» A rai 


wrought iron —t” 
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Give and Take 
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read shorthand? You can probably speed through this page, which is based on 


BY ROBERTA G. PAVLI 
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Chapters One through Eight of the Gregg 
dard” words each, so that you 


can estimate your reading speed. 
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COMPETENT TYPIST TEST 








To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get the 
Pe sa Lae TC 
(This copy should be double spaced.) Words Words 

Beauty care all began with Eve and 7 and these had a political significance. 309 
the Garden of Eden, and it has con- 14 Patches worn on the right side of the 317 
tinued ever since. From the ancients 21 face meant a man was a Tory, and on 324 
through the flappers to the beatniks, 29 the left, a Whig. Completing this pic- 331 
women have pursued the dream of love- 36 ture of grace and elegance was another 339 
liness. But perhaps the most fantastic 44 type of wig—a powdered wig in the 346 
and hectic years of the beauty chase be- 52 fashionable shades of pale blue or light 354 
long to the eighteenth century. Wom- 59 _ pink or violet or white. 360 
en then, like all women before or since, 67 Ladies met this threat by adopting a __ 367 
were concerned with their appearance. 75 new hair style of their own. It was to 375 
They wore masks to protect their 81 be something unusual and different, 382 
delicate complexions and slept in spe- 89 something no gentleman could ever 389 
cial gloves to preserve the plump white- 97 hopetorival. A wire frame was balanced 397 
ness of their hands. Clothes were a 104 on the head and the hair built up over 405 
major preoccupation, and the latest 111 the frame until the desired height of at 413 
fashions were modeled by small fig- 118 least a foot had been achieved. Such an 421 
urines. All this could be matched in 126 arrangement of piled-high poufs and 429 
almost any age, but the eighteenth cen- 133 curls required both care and balancing, 437 
tury had one peculiarity of its own. It 141 but milady was willing to make a 443 
was that the gentlemen of the times 149 _ sacrifice for vanity’s sake. Although 451 
were bent on outshining their ladies 156 the style was so fantastic, this hairdo 459 
completely. 159 could not satisfy the ladies absolutely. 467 

Men of that era wore beautiful suits i166 They wanted a daring and original idea 475 
of satin brocade with brightly colored 174 that could truly compete with the elab- 483 
waistcoats and silk stockings that 181 orate costumes of the gentlemen. Marie 491 
covered the leg from knee to ankle. 188 Antoinette solved their problem by 498 
Their coats were built over wire frames 196 starting a rage for decorations. 505 
to accommodate the wide skirts which 204 Bird cages with real birds suddenly 512 
stood out at angles below the very thin 212 blossomed in the middle of a towering 519 
waists. They minced along on three- 219 hairdo. Vegetable and flower gardens 527 
inch high heels and delicately waved 22% grew there overnight, while water- 534 
lace handkerchiefs or swung canes ful- 234 filled bottles concealed among the curls 542 
ly equipped with perfumed compart- 20 provided the necessary moisture to 59 
ments. 242 keep them alive. Neat little figures rode 558 

It was also during these times that 29 to the hunt beneath a ten-inch tree, 565 
men wore cosmetics and took notrouble 257 while musical instruments poked from 572 
to conceal the powder or rouge since it 265 every unoccupied curl. Who could deny 580 
was held to be a sign of rank. Laws 272 that this new style was unusual and 587 
curtailing the use of cosmetics among 230 would arouse attention? Unfortunately, 595 
the lower classes had already been 237 these hairdos required a good amount 603 
passed. It was a gentleman’s preroga- 293 of time to fix. 606 
tive. They also wore beauty patches, 301 


(If necessary, repeat from the beginning to complete a ten-minute t 


Written especially for Gregg Awards candidates by Sheila O'Neill 
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TRANSCRIPTION CORNER 


When is a letter not a letter? When it con- 
tains as many mistakes as these do. This month 
you should find fifteen mistakes in Letter ] and 
ten in Letter 2. If you don’t, check with page 46. 


Dear Mr. Roberts: 

Anew experience awaits you when you by 
a Jason Tape Recorder. That is why we want 
you to come down to our store, and see and 
test the 1960 models of the Jason Tape Rec= 
order. 


For one thing with the Jason you can 
build a permenant librery of the recordings 
of great artists, which you can play back 
as many as a 1,000 times. What's more 
these recordings require very little stor- 
age space. You can keep them in an ordi- 
nery desk drawer with the confidence that 
when you take them out they will faithful- 
ly reproduce what has been recorded on it. 
Also, you do not need any needles to play 
back the recordings. Just flip the switch, 
and relax. 


There is no limit to the amount of fun 
you can have with a tape recorder. An un-= 
observed recording of the conversation at 
the begining of a party can provide de- 
lightful entertainment afterwards. 


Need we say more to convince you that 
you should own a Jason Tape Recorder? Stop 
in and see us today. 


Very truly yours, 


-0-0-0= 


Dear Mrs. Ryan: 


Please accept are Sincere appreciation 
for the prompt manner in which you have 
taken care of the payments on your recent 
time payment contract. 


Our experence in selling on the in- 
stallment plan has taught us that not eve- 
ryone fulfills their obligations as you 
have done. Because of this it is always a 
pleasure to extend credit acommodations to 
customers like you, who have demonstrated 
that they live up to their contract. 


Our easy payment plan is a permanent 
credit plan, and it is at your disposal at 
all times. We hope that we shall have the 
opportunity to serve you again very soon. 


Cordially yours, 








GLOSSARY AND VOCABULARY BOOSTER 


GO EAST, YOUNG WOMAN--page 34 


Medit erranean 

cpl as canteen 

elie distinctive 
refugees 
Lebanese 

BA negotiable 

sal ae foreigners’ 

ee * leeway 2 


—). rarity 
qQ— astounding 


a} conducive 
its Damascus 
by a Jerusalem 
g socializing 
cor enhanced 
+ aii exotic 
£ Jupiter 


BOSS-WATCHING FOR BEGINNERS--page 39 
i 


equivalent 
pastimes 
phylum? 
bewilderment 
uninitiated 
binoculars 
scholarly 
stalks‘ 
absently 


unaccomplished 


fo 


' FOREIGNERS (spelling): 
seize, deceive 


2LEEWAY (meaning): margin or room for ac- 
tion or the like 


3 PHYLUM (meaning): one of the primary 
divisions of the animal or vegeta- 
ble kingdom 


4 STALKS (meaning): walks with a haughty 
bearing (can also be used as a noun 
meaning the stems of plants) 


receive, freight, 


TODAY’S SECRETARY 











and Forget 































Solution to the November Cartoon 














LET THE VOICE OF EXPERIENCE TELL YOU 


Write the shorthand for the caption below 
and fill in the face with your answer. The 
solution will appear next month. 
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YOUR OPPORTUNITIES FOR PROGRESS ARE UP 
TO YOU 














CREATIVE WRITING 


‘Continued from page 7) 





absorbed enough knowledge of business 
language and techniques to prepare the 
necessary data for the Publicity Depart- 
ment. Such an opportunity might easily 
come your way. It is vital in such in- 
stances that every fact be crystal clear, 
nothing important omitted. nothing trivial 
included. all names. figures. addresses. 
and other facts double-checked for ac- 
curacy. As a final precaution, be sure that 
your employer takes the time to read your 
report before you pass it along to the 
Publicity Department. 

5. Company House Organ or Maga- 
zines. Many firms publish house organs 
to keep employees in touch with company 
and personnel developments. As the see- 
retary to an executive, you may be able to 
contribute items. Most editors welcome 
suggestions for worth-while news stories 
and are generally happy to delegate the 
writing of these to interested emplovees. 

Still other firms prepare and distrib- 
ute as a service to customers and clients 
a different type of house organ concerned 
with business news that affects their 
mutual interests. These vary according to 
the nature of the business and its field of 
operations. “Breaking” their editorial 
pages may be more difficult. Such a 
target is well worth aiming for if you 


really have a yen to write. 


What are the guideposts of good writ- 
ing for business? 


Basically, they are the same as those 
for the so-called literary magazines. 

l. The subject must be of interest to 
vour readers. People in business have no 
time to waste on things that do not help 
them perform their jobs more efficiently 

.. shed light on areas of thought that 
may not have been clear to them before 

. or increase their understanding of the 
human relations involved in every busi- 
ness transaction. 

2. The material must be presented in 
a framework suitable for your readers’ 
hasic knowledge, background, or particu- 
lar field. You would not think of writing 
an article for the fashion field in terms 
of a legal treatise. Knowing your readers’ 
interests—and catering to them—is of 
paramount importance to any writer. This 
applies to your letter writing and reports, 
as well as to speeches and articles for 
publication. 

3. Your vocabulary and style of writ- 
ing must meet the same critical standards. 
Do not make th 
down” to your read 


mistake of “writing 
no matter what 
their occupation. intere-\-. or ave. Rather. 


1G 


teach voursel! to write up lo the best in 
them with the best in yourself. 

L. Your subject must be set out in well- 
organized, logical. and thought-provoking 
order. The old) composition rule we 
learned in grammar school still applies 
to everything you write—-it must have a 
beginn ng. a middle. and an end. The 
trick is to stop when you get there. 

5. Your writing must either inform, 
persuade, or entertain your readers. \c- 
tually, it will contain elements of all 
three qualities. If you temper your wit 
with good taste. and remember that 
barbed sareasm has no place in business 
writing, vour humor will add sparkle and 


life to the most serious of subjects. 


How can you begin this creative writ- 
ing in business? 


You can't—if you spend your time in- 
dulging in wishful daydreaming or resent- 
fully wondering why your boss doesn't 
ever ask you to lend him a hand. In order 
to be prepared for these opportunities. 
you have to build up your knowledge of 
what is going on in the business world. 
As you acquire this broader knowledge. 
you will recognize the latent opportu- 
nities around you—and your boss will 
recognize the gold mine working with 
him. Here are a few concrete suggestions 
for your preparatory campaign? 

A. Read. read. read. This cannot be 
overemphasized. Concentrate on the best 
business publications you can find ... 
Business Wi eek, Nation's Business, Chang- 
ing Times. Sales Management. Think, the 
business pages of the New York Times or 
your best local paper. to mention only 
the most obvious. Naturally, you cannot 
sit and read all day, but take advantage 
of the opportunities you will have as a 
businessman's secretary. 

On the subject of writing itself, investi- 
gate such publications as The Writer and 
Writers Digest. Keep your eyes open for 
those special annual editions of Harper's, 
Atlantic Monthly and Cosmopolitan 
which deal with current writing in 
America. 

B. Clip, clip, clip. Begin building up 
a personal file of those articles and news 
items that really ring a bell with you. 
You'll find that one interest will often 
lead directly to another. A file on secre- 
tarial problems can branch out into 
management areas of interest to your 
boss, and perhaps spill over into business 
education which serves you both. 

C. Build up your own reference li- 
brary. Regardless of what your office 
does or does not supply, start your own 
personal collection of reference books. 
Make close friends with your Webster; 
discover Roget's Thesaurus, the diction- 


ary in reverse: envoy Barilett's Familiar 
Quotations. Invesi in a good reference 
manual on basic English usage and one 
on writing for business. You will find 
others that will fill special needs in your 
daily work and writing—many of them in 
paperback editions—-and they are worth 
the investment. Remember, once you've 
bought them. take time to read them. 

D. Profit by vour own work. Make a 
chronological file of your own letters and 
reports. apart from your regular office 
files. Reread them several weeks later 
when the incidents and background have 
faded from your mind. Put vourself in 
the recipient's place. and be honest in 
your criticism. You will be amazed at the 
obvious holes you have left in some cher- 
ished presentation, explanation, or argu- 
ment—and sometimes gratified at your 
own goed punch lines. 

Kk. Be critical. This is certainly the 
spot where flattery will get you nowhere. 
The ability to be brutally frank with your 
own brain child is the hardest writing 
quality to develop—but the most essential 
and rewarding. You must learn to tighten. 
cut, rephrase, edit, and delete words. sen- 
tences, paragraphs, and entire pages. if 
necessary. 

Don't even dream of being content with 
your first literary attempts. Shun pure 
white bond paper like the poison it is to 
unbiased judgment. Use colored paper 
for drafts: type double or triple spaced 
to allow for corrections. Cut your para- 
graphs apart and restaple them in a new 
sequence when necessary. Use the red 
pencil lavishly- -in other words, rewrite. 
rewrite, rewrite. 

You will soon realize that there isn’t a 
level of office operations or an area of 
responsibility that doesn't offer at least 
a toehold for creative business writing. 
The trick is to recognize, seize. and use 
that toehold to stretch yourself a little 
bit higher towards the next one. 





(Key to project on page 44) 
Letter | 


Line 1—A new (2 words), buy; line 3—no 
comma after store: line 4—Re-corder: line 
6—comma after thing: line 7—permanent. 
library: line 8—no comma after artists (re- 
strictive clause): line 9—a thousand (spell 
out round numbers in even units), comma 
after more: line 12—ordinary, confidance; 
line 14—them (not it): line 16—no comma 
after switch; line 21—beginning 


Letter 2 


Line 1—our: line 4—time-payment con- 
tract (one-thought modifier): line 5—ex- 
perience: line 6—ev-er-y-one; line 7—his; 
line 8—comma after this; line 9—accommo- 
dations: line 10—no comma after you (re- 
strictive clause): line 11—contracts; line 
12—easy-payment plan (one-thought modi 


fier) 
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Perfume at your fingertips 







CHANEL NO 3 now appears in 
a handsome, go-everywhere 
case in black and 
gold. Measured 
spray assures you of 
225 fragrant auras. 
Can’t leak. can’t 
spill. $5, plus tax. 


For party eyes that really win compli- 
ments, try Scandia’s new 
DANCING EYES LIQUID EYE 
LINER. Creamy, easy to apply, 
it dries quickly and stays safe- 
ly in place until removed with 
cleansing cream. Beautiful 
colors: Lake Blue. Wild Vio- 
et. Leaf Green, Gay Tur- 
quoise, Mystic Black. $3. 





Straight from Italy—incan- 

= ro COLOGNE, the inspiration 
ag of famed designer, Simon- 
ri etta. Filled with the romance 
fit) and charm of the Italian 
country, even down to the 
WI] \ bottle that looks very much 


like a Roman column. Boxed 


for giving. Three ounces, $5, 





plus tax. 


Christmas gift ideal— 
this PERFUME PURSE DIs- 
PENSER by Prince Matcha- 
belli. The glass vial. gold- 
capped, is topped by the 
bobbing head of a color- 
ful court jester. Choose 
any one of three famous 
Matchabelli fragrances: 
Wind Song. Stradivari, or 
Beloved. $3, plus tax. 


Handsome is as handsome 
does—and this new LIPSTICK 
CASE does very well indeed. 
Hazel Bishop designed it—in 
a jeweled filigree version that 
looks dollars more than its 
tiny price. Available with all 
the Bishop colors, in either the 





“No Smear” or extra-creamy 
“Formula 77.” $3, plus tax. 


De ber, 1959 








A Most Personal Gift “TAPESTRY INITIALS”, Eaton's new 
letter and note paper combination, individualized with 
engraved golden initial. In each box, a signature blotter scented with 
“TAPESTRY” by Mary Chess. White only. $2.00 plus postage. 


Available at these and other fine stores: Baltimore, Hutzler’s; 
Boston, Jordan Marsh Company; Chicago, Carson Pirie Scott 
& Co.; Cleveland, The Halle Bros. Co.; Dallas, 
The Titche-Goettinger Co.; Hartford, G. Fox & Co.; 
Kansas City, Macy's; Los Angeles, Coulter's; 
New Orleans, D. H. Holmes Co., Ltd.: New York, 
B. Altman & Co.; Philadelphia, Strawbridge & Clothier; 
Richmond, Miller & Rhoads; Seattle, Frederick & Nelson. 













LETTER PAPERS 





ae 


EATON PAPER CORPORATION i PITTSFIELD, MASSACHUSETTS 











TEASERS ALL NEW | “3 


(Key to quiz on page 9) _Sreeonite 
ACCOUNTING 

, Copyholder 
1. nineteen: 2. ninety; 3. one-ninth; 4. 


four million dollars (or $4 million): 5. —— ——o 

ee a = shia : sheets up to 17 
two and ¢ ight fourteenths: 6. twe nty three inches in width. 
Enables typist to read copy from 
wide sheets directly in front of her, 
without eye or neck strain. Forward, 
backward and height adjustments 







From Figures Into Words 


twenty-fourths; 7. one hundredth; 8. five and 
a half per cent; 9. at three-thirty in the after- 
noon: 10. about fifteen hundred pounds. 


Geographic Mishaps made instantly for best focal dis- 

tance. Rotating head permits move- 

1. Spell out Alaska (Ala. is the abbrevia- ment of reading material for perfect 

tion for Alabama); 2. Spell out Ohio: 3. lighting and eliminates glare. Ex- 
New York, N. Y.; 4. Springfield; 5. Bis- cellent built-in copy Magnifier. 


marck: 6. Honolulu, Hawaii (T.H. was the 
abbreviation for the Territory of Hawaii.) : 


i. Sacramento, Calif.; 8. Pittsburgh; 9. . Jpeeonite SECRETARY 
Champaign. Copyholder 


Offers all features of Accounting 
1. raise: 2. rise: 3. raised: 4. risen, raised Model. Can be installed on any desk 
+ re ene Sees or desk pedestal without tools. Folds 
instantly behind typewriter when 
not in use. 


Raise or Rise? 


5. raised: 6. rise; 7. risen; 8. rose; 9. raise; 
10. rose. 


Useless W Is i 
ele ords Write for descriptive catalog or 


l. omit both: 2. omit together; 3. omit trial installation. 
latter; 4. omit final and mutual: 5... . i it 
2 p.m. or... at two in the afternoon. 


HALL-WELTER COMPANY, Inc. 


Choose Your Word 56 Mt. Hope Avenue 
P Rochester 20, N. Y. 
1. b: 2. c: 3. a; 4. d; 5. c. 




















Were having 





with A.W.Faber’s 


new Ball Pen 


STENOSTIE: 


The Only Professional Ball Pen For You 





for modern shorthand 
...especially designed 
for secretaries 


It's a sheer delight taking 
shorthand with a ball pen 
that feels like writing with a 
feather. Only A.W.FABER 
STENOSTIK has that long, 
tapered exclusively-designed 
finger grip that lets you take 
shorthand for hours without 
fatigue. Its full, pen-length 
blue ink cartridge outwears 
7 — yes 7 — lead pencils. 


en ee mame 


mapa 


. 


fe a 


If you like writing with 
a non-skip, non-slip ball pen 
that gives you clean, clear 
notes and allows you to con- 
centrate on the voice of the 
dictator instead of worrying 
about the notes — then rush 
right out and get a few 
STENOSTIKS. If your local 
Stationer doesn’t yet stock 
STENOSTIK, send us his name 
and we'll see that you are 
supplied. Priced at 39¢, or 
less in a box of 3—the eco- 
nomical way to buy. 


AW Faser STENOSTIK The Bakl Pen for Shorthand toe 






Design Pat. Pend. 
U. S. Pat. Of. 


A.W.FABER- CASTELL 
ENCIL CO., INC. NEWARK 3, N. J. 





HOLIDAY SPECIALS 


(Continued from page 23) 





from Dennison’s will add a South Ameri- 
can flavor to any Yankee gathering. 

Just follow these directions. 

Fasten a long loop of wire in the center 
of an inverted paper shopping bag. Cover 
the front of the bag with peach-colored 
gummed crepe paper and paste on 
gummed crepe-paper features. Fringe and 
curl white crepe paper to cover the sides 
and back of the bag. Cut a beard from 
white construction paper and cover with 
the fringed and curled crepe paper before 
pasting. Make the hat from red crepe 
paper trimmed with a band of curled 
fringe. Lse double thickness of tissue for 
the bottom of the bag to hold the gifts. 
\ long ribbon streamer attached to the 
center of the bottom will release the gifts 
when pulled. to give you a Felize Navi- 


dad, South American style. 


Wrap It Up 

Bright paper, eccentric bows, and gay 
ornaments can perk up any package. Re- 
member, it may be the “sentiment behind 
each gift that counts.” but what's on top 
can help, too. 

The first consideration is size. Large 
packages can take huge bows or decora- 
tive accents: smaller gifts should be 
scaled accordingly. 

Tissue paper is a professional must. 
Pieat two sheets through the center. Fit 
one into the box and the other across it. 
allowing the sides to extend. Fold ex- 
tended edges inside. 

Package shapes fall into three cate- 
gories: rectangular, circular, and cylin- 
drical. 

To wrap a rectangular package esti- 
mate the amount of paper needed, 
allowing for a 14” overlap on the back. 
Paper should extend over both ends a 
little more than half the depth of the box. 
Bring paper around and secure it in the 
back. To secure ends, fold down top flaps 
first, bringing side flaps toward the center 
and folding the bottom flap up. 

To wrap a box lid separately, allowing 
for future use, cut paper to a size that 
folds over sides and inside of box. Fold 
remaining flaps up and over end of the 
lid and secure. Wrap bottom the same 
Way. 

For a cylindrical shape, trace ends of 
the cylinder on paper and cut out the two 
circles. Cut piece 2” longer than gift to 
allow overlap at top and bottom. Wrap 
paper around cylinder and secure. Fold 
down overlap at ends. Apply paste on 
edges of circle and attach to top and 
bottom. 


To measure paper for circular-sized 
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CAL SERVICE) 5.4. 70998 





LIK 


LOW IN S.S. 
A.W.Faber 


ERASER STIK 


The original grey eraser point 
— always best for erasing. 








Aine 


The girl who uses her 
head for something more 
than wearing the latest 
hair style hates SLOPPY 
STRIKEOVERS like an 
opera singer hates 
rock ‘n’ roll. 
That's why girls 
with high 1.Q.'s use 
A.W.FABER ERASERSTIKS 

those slim, trim, 
pencil-shaped white- 
polished beauties — that 
let them erase without 
a trace. 
ERASERSTIK gives you 
the right point to take out a single 
letter without smearing the whole 
word. No Secretary worth her weekly 
paycheck would ever dream of giving 
up her ERASERSTIK. How about you? 
When you go out to lunch pick up 
some ERASERSTIKS. 


AW.Faser GRaSERS7Ty 


TIK CAL SERVICED 5.4. 7099 





AW.FaBer &5RASER 





inc 


ERASER LS 


sTELL Pencil Co 
N 


ra 
A.W.FABER-C } 


Newark 3, 








Which point do you prefer ? 

Slender, Medium or Blunt....The choice 
is yours. EraserStik 7099 and 7099B can 
be easily pointed with a mechanical or 
hand sharpener to suit your taste. 


TODAY’S SECRETARY 
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package. measure height and diameter: 
1%. Place package on ite side on WALLET “— 
aaa . e a) 
paper so it reaches halfway up ends. Tape 
edge of paper to side of box. wrap it $40 
00 
handling 


60 for $2.00 


Perfect for job, school and pass- 
port identification. Genuine photos 
made from your own portrait on 
silk finish studio paper. 22x32". 
Send picture (returned unharmed) 
with order. 


iround tightly: fasten end down. Crease 
paper at both ends into pleats: iron down 
with fingers, facing them in one direction. 
Fasten in the center with cellophane tape 
or gummed seals. 

If you hope to use that rectangular box 
iain, special measures are called for. 
Cover the bottom with bright glazed 
paper: the lid with silver foil. Place a 
narrow red I ib] On On a WIE ler Ww hi te one. 


Bring this around the bottom portion of 


the box and fasten inside. Repeat with Money-Back } 
the lid, making sure the lid and bottom Guarantee 
lined up correctly. Make a separate if not 

how (red ribbon on white) and fasten to completely 
the top. Place a cluster of silver Christ- satisfied 
mas beads on the bow. 

\ snowman-printed package should be 
decorated with a diagonally placed bow. | MMMM mL am oman (GQ 






And for that extra touch, a stvrofoam 


ROY PHOTO SERVICE 
Dept. 33, GPO Box 644, New York 1, N.Y. 


ball with crayon features and a gold-seal " 
Enclosed please find portrait photo or negative 


peaked hat to make a gay clown. 


Circular gifts are best wrapped in red which will be returned unharmed. 


25 wallet photos plus FREE enlargement @ $1.25 
60 wallet photos plus FREE enlargement @ $2.25 | 
_| Additional enlargements with this order, 40¢ ea. | 
Name.. pabanenal ae ! 
l 


5x7" portrait 
enlargement 
with each 
order. 


and green striped paper. Add a silver bow 
and place different-sized Christmas balls 
in the center, 
Address 
City... ieeuten State 


For a unique lantern-look, use an or- 


oS agrees, 


dinary towel core Or mailing tube. ( over 


cylinder with gold-foil paper and cut out 





red construction paper to simulate win- 


a URE npn nee Statement of the Ownership, ALL METAL 


construction paper and fasten to the foil 


base. Cut a circular piece for the top of Management, and Circulation 
the lantern. Decorate with gold gummed 
dots and fasten a white how on top of REQUIRED BY rHE ACT OF CONGRESS OF 





















AUGUST 24, 1912, AS MENDED BY THE ACTS 
' Ol MARCH ’ AND JULY 2, lide ith , 
popes ee THAT CAN'T BREAK 
And you re done. ol TOD \Y" S SE K ET AR f pu ed 1 thly ex 
, cept Ju i \u ton, Ohio, 1 Octobe: 
1, 1959. 
FOR 
1. The na s and addresses of the publisher, edit 
™ and business nage ure: Published by: McGraw-Hlil ONLY e 
cs "oe Book Company, Inc., 330 West 42nd St., New York 3¢ 
INSURANCE NFS Editor: Mary dollon, 330 West “sand St, New 
. . 90 York S 2» Y Managing Ed . a Lusines 
(Continued from page 28) anno i. @ Ed West 42nd St.. N 
) 6, N. ¥ 
suicide has taken place after a specified 2. The 
MeGra Hill B Company, Ine., 0 West 42nd St., 
<p , > < > > . New York 36, N. Y. Sole Stockholde MeGra Hill 
apse of time (usually one year) from vw De et 
the day the policy went into effect. we He, Ley Metiraw «Wil ran r eeeee, « 
: ~ ~ Trustees under Indenture « 1 b James H 
Che possible advantages of life insur- McGraw, dated 1/14/21 as modified; Donald C. MeGraw 
arol 7 stees uncle i Indenture of 
ance are three: tm 7 as amended 
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|. You won't misguess as with other Nev iw, Madi 
e 1 St., Lat 
investments. With insurance, what goes i 1 St... New 
. | i ieee 
in must come out. Aon, ’ Well 
2. Youll have protection while you a i sect 
ecurity holde whing ! ng ly 
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Rugged is the word for this easy-to-use copy 


3. Your savings will be steady. A bank 





hs 2 and 3 include, in cases where the prop. It can’t break down — no gadgets. 
account can dwindle or remain out of the ee ee ee ae ee Assures correct sight-level for accurate typ- 
Rockefeller class if the temptation of a a. i acting; also th ‘statemients Ag Sy ing of all copy work. Used in high schools, 
new tur coat or a trip to Bermuda proves = ae nd “senaens enier Walon Susiness colleges, by y ana in every kind of 
; ‘ i cad eecurity headers @he @> ust Saneer business. Secretaries love it! 
too much to resist. Not so, life insurance. ks the comp any ax trustees, hold stock Three attractive pastel shades — desert 
es in a capacity other 1a wit of a bona 





Those premium notices arrive with the tan, sea foam green, steel gray. Available 


sbeolute cestaint fd ; sat . - at stationery stores or send us $1.35, we 
é > certainty of doomsday and mus McGRAW-HILL BOOK COMPANY, INC 
hye aid - ol whe , : : - John J. Cooke, Secretary poy postage. 
guls , 
. ‘ > Swo to and subscribed be e me this 10th day of 
ven Grandpa would approve of this gern © ie. eal) dent A. Martech. BANKERS BOX Co., Dept. 1512 
hich finance (My Commission expires March 30, 1961.) 2607 North 25th Ave. © Franklin Park, Ill. 
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also means 


- Codo- 








Reason? The original and 
duplicate are so sharp, so 
clear, so clean! Next time, 
try a Codvo Silk Ribbon, a 
sheet of Codo Electro-Write 
Carbon, and use the exclu- 
sive Carbon Gripper— 
you'll be pleased, we 
guarantee! 


eile 


MANUFACTURING CORP. 


Factory: Leetsdale, Pa. 


New York e¢ Pittsburgh e Dallas e 
Cleveland e Detroit ¢ Los Angeles 





Chicago 














SCHEDULE YOUR APPOINTMENTS 


this easy, orderly way | 


with a 
1960 MONTH-O-RAMA 
Your Whole Month’‘s 
Day-to-Day Plans 
Before You 


You'll delight at how this unique Ap- 
pointment Calendar keeps your sched- 
ule running smoothly. Each month on 
an ti x 842 page, blocked off by days, 
with space to write in dates, meet- 
ings, plans, deadlines, etc. Helps fit 
them into an orderly pattern, without 
conflicts. Keeps your whole month's 
schedule before you. Gives you the per- 
spective you need to plan your time 
wisely . . . and the boss’s too. 

Bound with spiral wire for conven- 
ience and permanence. Handy to keep 


at desk, in briet case—at office, home, 
$ .10 travel. Only $1.10. Satisfaction guar- 
n y pti anteed. 


MONTH-O-RAMA, 6969 Amherst, Dept. T, St. Louis 30, Mo. 

















NOW TODAY’S SECRETARY MAGAZINE can 
become an attractive permanent part of your 
business or home library. 

These famous Jesse Jones files, especially designed for 
TODAY’S SECRETARY, keep your copies orderly, read- 
ily accessible for future reference. Guard against soiling, 
tearing, wear, or misplacement of copies. Will keep 2 
years’ copies in perfect condition. No irritating wires to 
handle; allows any copy to be removed. 

These durable files come in a rich blue and gray Kivar 
cover that looks and feels like leather and with 16-carat 
gold lettering. 

Only $2.50 each, 3 for $7.00, 6 for $13.00, postpaid. 
Add $1.00 postage for orders outside U.S. Satisfaction 
unconditionally guaranteed or your money back. 


oe — 
| 





Jesse Jones Box Corporation, Dept. TS 
P. O. Box 5120 
| Philadelphia 41, Pennsylvania 
| Please send me, postpaid, 
| files. | enclose 


TODAY'S SECRETARY 
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(Continued from page 19) 
everyone works half the night and all day Saturday. 
What has to be done is accomplished during regular 
hours without nerves, temperament, or overtime. 

The suite, which houses a stenographer, receptionist, 
and two artists in addition to Sidonia and “Brownie,” is 
divided into approximately five offices and a studio. 

The offices are carpeted in a ripe moss green and the 
walls in all except “Brownie’s” office are lined from floor 
to ceiling with sliding panels of buff and white. File 
cabinets, samples, indeed, “everything except the coffee 
machine—we use that too much” is concealed behind 
these panels. 

Counterpointing all this efficiency the day we visited 
were six or seven bowls overflowing with chrysanthe- 
mums from “Brownie’s” garden, plus homemade choco- 
late cake and fudge for the taking in the studio. 

“Brownie,” Sidonia returned to her favorite sub- 
ject. “always arrives early, and I arrange my day around 
her. Usually she spends some time in the studio with the 
artists (Steffi Lerch and Erica von Kager, both of whom 
have worked with Miss Strong for close to twenty years), 
and I'll work on the mail then. But it’s all very informal, 
and often they come in and ask my opinion.” 

“Everything is grist for our mill, from medieval 
tapestries and Meissen china to Pennsylvania Dutch hex 
signs,” says “Brownie.” “There is really nothing new 
under the sun. What we do is a recreation of old ideas.” 

The group is an exceptionally homogeneous one and, 
to quote “Brownie,” “We always have good times.” All 
birthdays and special occasions are celebrated with 
parties and cakes, and once every year there's a big 
party to which everyone is invited to bring the whole 
family. 

“Brownie” also organizes week-long seminars in the 
country. Not surprisingly, many new ideas for collections 
seem to spring up at these seminars. At the end of the 
week an art exhibition is held, complete with prize, and 
after it, even the non-winners return to the city refreshed 
and rejuvenated. 

This, then, is the essence of Sidonia’s job, which, she 
told us repeatedly “can’t be described in terms of a 
typical day—everything is geared to ‘Brownie.’ ” 

Basically, however, there are letters to read and write, 
people to see and talk to, sketches to look at, verses to 
opine, salesmen to see, orders to take and follow up, 
appointments to be made, and—always—the matter of 
being available to “Brownie” for just about anything. 

“And,” adds Sidonia, “there is the excitement of be- 
ing able to watch ideas grow.” 

For so many, Christmas is a cloak to be donned for 
a few weeks each year until it wears heavy on the shoul- 
ders of everyday living. The toys are soon broken, even 
the giant Christmas tree turns brown, people stop hum- 
ming carols, and the store windows drop their fairytale 
facaces for the reality of January White Sales. 

But for “Brownie” and Sidonia and those associated 
with them, Christmas is truly a way of life—and brother- 
hood, friendship, good will, and remembrance go quietly 
but powerfully on, making every day Christmas. 
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USE SMEAD ..... 


FLEX-I-VISION 


a Som 2 sy 


Hanging Folders 


PAT. PENDING 









Wright Bros. Mfg. | 
Muncie, indiana 
Jan -\) J 10 
Sales | 


ADAPTABLE TO ANY DESIRED TYPE 
OF FILING SYSTEM 


Full one inch exposure tabs allow four line headings or permit ease 
and speed of indexing from addressograph plates. Acetate protectors 









a” 





provide full insert visibility. 


All metal for permanent durability. 


Rigid . . . unbreakable . . . provides strength required to use tab on 
front of folder as a pull for spreading folder open. 





mum Angled for easy reading. . ~ 

mms Simplicity of attachment and removal. f- ’ 

was Flexibility of tab positions. “ <i 
wan Available in two and three inch widths. NS 


Note tab position indicators on top folder edges—for 5 position (2”) tabs on one 
edge and for 3 position (3”) tabs on opposite edge. 
Tabs can be placed on back of folder in conventional manner or on front to facilitate 
spreading folder open. 
Smead's Hanging Folders are made of heavy, high grade folder stock. The metal 
hangers are permanently secured eliminating slippage and assuring straight line 
rrangement of folders on the frame. 

SEE THEM AT YOUR SMEAD OFFICE SUPPLY DEALER 

OR WRITE US FOR BROCHURE NO. H9 





THE SMEAD MANUFACTURING COMPANY 





HASTINGS, MINNESOTA 
Role7 \. Fam ©), 112) CHICAGO, ILLINOIS 











A BRIGHT NEW COLOR ... 





FOUR WAY FLICK A LINE 


presents—‘“‘come alive grey” 


Feel better! Work better! Soft polytones of 
“come alive grey’ enhance the choosiest office 
decor. Inclined panel 83, x 14. Base with pencil 
groove and book ledge. 


Reverse its panel! 
Change its height! 
Flick its rubber wheel! 
Left or right! 
. . except the COLOR! 
NO CHANGE IN PRICE— 
$6-50 prepaid 


FRANKLIN TABLE COMPANY 


116 N. 4th St. Louisville 2, Ky. 


Everything's the same . 








CHRISTMAS 
SHOPPING 
MADE 
EASY 


What more thoughtful gift can you buy for 
your secretary-friends than a subscription to 
TODAY'S SECRETARY? 

Special Holiday Rates are available through 
January 31, 1960: One or two subscriptions for 
$2.50 a year, $2.25 a year for three or more 
subscriptions. Your order may include your 
own subscription, too. 

Your shopping can be made so easy and 
economical if you will make out a list of gift 
subscriptions and send it to us today! Billing 
arrangements can be made on orders for five 
or more subscriptions at holiday rates. 





TODAY'S SECRETARY 
330 West 42 Street 
New York 36, New York 
My Christmas Gift subscription order is for: 
. subscriptions at $2.25 each (three or more 
subscriptions) 
subscriptions at $2.50 each 
Please send gift card and the December issue to the 
names and addresses attached. 


Donor’'s Name................. ihn pbistanbuaas 
a ae Pe Te Ne siednmneens 
GI oisicadeenenasernan ee en ponbaiie 


ene Berisciseidnisiiessisaciiienaimiiicodegtias 
include firm name in address: {_] Yes [_] No 











(Canadian postage, 25 cents a year additional.) 
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OGA CONTEST 


(Continued from page 36) 





year, if letters are any indication. All our 
correspondents are anxious to pit their 
skills against those of Gregg writers the 
world over. No device has done so much 
to improve the writing of shorthand and 
to inspire friendly competition as_ this 
Contest. 

Why not jump on this year’s OGA 
bandwagon—the Contest copy is on page 
36. Clean and fill your pen, or sharpen 


NOW. 


Keep in mind that prizes will be awarded 


your pencil, and start practicing 


on the over-all merit of your notes. Exam- 
iners will rate your entry according to 
fluency 
correct formation 
slant 
proportion in size of circles and 
length of strokes. 

After you have practiced sufficiently, 
send the best specimen to us. If you are 
a resident of the United States, it must 
reach us by March 1, 1960: if your entry 
is from outside the continental United 
States, the deadline is March 15. Only 
material that reaches us by the closing 
date will be considered in the judging. 

Your entry keeps you in the running 
for many handsome prizes, including 
trophies, wall plaques, certificates, brace- 
lets, and so on. The teachers of winning 
classes are also eligible for awards, so 
make your perfection pay off for all of 
you. Further details concerning prizes, 
rating, and general instructions will be 
found on page 37. 

And remember. You will be competing 
with more than 20,000 shorthand writers, 
so practice until your entry is a credit 
to yourself, your school, or your office. 

Good luck to all of you! 





PATIO, POOL, PAY 
CHECK 


(Continued from page 25) 








wood sliding panels in Sally’s office 
an enticement to be extra tidy. 

Lunchtime is spent in the dining sec- 
tion of the lower-level garden court. (Al- 
though the structure gives a one-story ap- 
pearance in front, the site drops to two 
floors in the rear.) Kitchen facilities are 
limited, as the building houses only 175 
employees, but there are cokes and coffee 
for those bring-them-yourself sandwiches. 
What's lacking in cuisine is made up for 
in atmosphere. Imagine lunching beneath 
suspended saucer-like floating gardens— 
without a cover charge. 

Beyond the picture-windowed dining 
area lies a large terrace, swimming pool, 
ping-pong and shuffleboard equipment, 
and an outdoor barbecue stand. 

“C'mon in, the water's fine” is a fa- 
miliar Stuart cry. The pool—and acces- 
sories—are open to employees and their 
guests on evenings and weekends. Each 
worker has a key to the lockers and pool 
area. Swimming is not encouraged during 





lunch hours, but there is sun bathing—or 
table tennis under the shaded device at 
the far end of the pool. A case of injus- 
tice—Sally’s landlord also has a_ pool, 
and she and her family rarely return on 
weekends. “But I do take dips after work,” 
she’s quick to add. 

The building’s facilities make it a 
natural spot for company functions, and 
Stuart offers their poolside paradise to 
medical, pharmaceutical, and charitable 
organizations. Dinner dances, art exhib- 
its, meetings, and the like have been held 
on the grounds. 

All is not play, however. While Sally 

(Continued on page 55) 


Junior OGA Test 
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shopping spree 


ALL THAT GLITTERS are these Night 
Jewel Christmas candles, Some holiday 
twigs, some year-round talent, and you've 
an eye-catching centerpiece, Silver or 
gold foil reflector (optional) picks up 
candle’s sparkle. Choose frosted opal. red, 





FREE 


or green at $2.95. ppd.: reflector, 75 SWEDISH 


cents. From Candles of the Month Club, 
Dept. TS, Box 6552, Houston, Tex. 


TOOTH PASTE 


Free sample tube of fine Vademecum tooth paste im- 
ported from the land of health and glowing smiles. 
Superior Swedish quality. You'll feel and see the dif- 
ference. No obligation—this offer is made to help us 
gain distribution in the U. S. For a healthy mouth, 
your family should try this grand award-winning 
product. 





Write now to 


VADEMECUM 


Box 1224 T Palo Alto, Calif. 


Save °100°° a Year 
AUTOMATICALLY 


and Never Be “Broke! ’ 


FORCES YOU TO SAVE 


Get Perpetual Date and 
Amount Banks. 25¢ a 
day keeps Date up to 
date. Also totals amount 
saved. Forces you to 
save daily or Calendar 
won't change date. Use 
year after year. Save for 
car, home, vacations, 
gifts, payments, etc. Or- 
der several. Reg. $3.50 
Now only $1.99 each; 
3 for $5.75; 6 for $11.00 
Add 25¢ postage and 
handling. LEECRAFT, 
Dept. TS, 300 Albany 
Ave., Brooklyn 13, N.Y 











CHECKMATE. The newest way to keep 
your checking account undercover—gay 
blue madras or red paisley checkbook 
cases, So turn in that dull brown cover 
for the feminine “touch.” Wonderful gift 
for any occasion. Send $2.95 to The Ed 
win House, Di pt. TS, 145 W. 4 St.. New 
York 12. N.¥ 








RIGHT UP YOUR ALLEY, this bowling-hall 
planter. You'll bowl a perfect score with 





the “alley addicts” on your Christmas list. 
Made of black ceramic. it’s a novel plant 
holder for home or office. Order some for 





your bowling partners and have them 
personalized. Send $1.20 to Stratton Snow, 
Dept. TS. Box 1898, Delray Beach. Fla. 





EGGHEADS, the edible, not educated. Electric Foot Warmer 
variety. Wooden-figurine egg cups keep 


T ’ No more cold feet . . . keeps your feet and 
eggs warm under wool caps. They're con- © more < PS } 


versation pieces that serve a purpose. 
Each stands 3 inches high. Yours for $1, 
ppd.: 6 for $4.95. From R. H. Fisher & 
Co., Dept. TS. 117 W. 21 St.. Norfolk, Va. 
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IT’S SNOW USE, this fiery red. yellow- 
trimmed sled. Comes with aluminum run- 


ners, safety strap, and removable back 
rest for “belly flopping.” Perfect present 
for the young sleigh set, it measures 30 
by 11% inches. Shipped unassembled 
(need only a screw driver) for $9.50, ex- 
press charges collect. From Lansdowne 
Crafts, Dept. TS, Lansdowne, Pa. 





ankles comfortably warm. The Electro Mat is 
made of oil-resistant rubber. Operates on any 
110-volt AC or DC outlet, consumes less than 
100 watts 14” x 21”. Can be used by 
anyone in office, store, factory, or house 
12-mo. guarantee. Only $7.95 ppd. Interstate 
Rubber Products Corp., Dept. 402, 906 
Avila Street, Los Angeles 12, Calif.; 9108 
Meyers Rd., Detroit 28, Michigan. 











PORTRAIT IN OILS 


You can own a 9”x13”" hand-painted por- 
trait in oil for the amazingly low price of 
$12.00 (unframed). Artist uses your photo 
graph (2” x3” or larger) as a model and 
paints his impression of you on silk accord- 
ing to your coloring instructions. A portrait 
of you or your loved one is a possession of 


enduring beauty. Not an enlarged painted 
photograph. Allow 3-4 weeks for completion 
Living likeness guaranteed. Send only $12.00 
with your photograph and coloring of com- 
plexion, eyes, hair, clothing, etc., to SHOP- 
PER’S SPECIAL, P. 0. Box 505, Blooming- 
ton, Illinois. Ask for our free gift catalog 
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AT LAST! AUTOMATIC 
PENCIL FOR CHALK 


Encourage te — s efforts with 
his practical toke f your appre 
ion HAND-GIENIC the auto 
itiec pencil that holds any school 

oe 











and clothes. No more reeoiling at fin 

t s seratching n b i, screeching or 
bling cha Hand n muches chalk ff 

ve nev ue i 1 up or infected by 

tu It’s scien illv balanced fo 

th writing At the push of a button 


cts or acts 
New, Different Gift 
of Lasting Usefulness 


s ‘ eacher the modern, easy way of black 
‘ ting ver teachir hou he will 
HAND-GIENI and the one who gave 
‘ 1 YF _— WRITTEN GUARANTEE 
\ i what : mp ssive ewel-like ippear 
2k ’ ited ip contrasts beaut 
witl onyx: Dla k barre It's distinctive 
hou? u in end 82 for one 
s et of ne f rch ee ik 
ro Satisfaction or mney back. Same day ship 
EXC TUSIVE! Not sold tore ORDER TODAY 


H and- Gienic, Dept. 218, 2384 W. Flagler St.. Miami 35, Fla 














Miss Secretary: Please yourself or your favorite irl 
friend with a lovely gift of this unusual Secretary's 
t Brace of elve accurate min « of the 
tary'’s Charms include m ovable pen 
arpen chair that really swivels, type 

write file t. desk. telephone time ock 
« adding machine, eraser. water cooler = 


evitable Swiss cheese sandwich and container 
ofte« 


Gift Boxed, Postpaid (Fed. Tax Incl.): In Hamilton 
Gold F st 84 in Sterling Silver $19.95: n 
14K Solid Gold 312 0.00) 
meney- back Guarantee. Send ——— o m.o. Individual 
vailable in Sterlin r and 14K Gold 
\\ e for price list and our PRE E “Tlustrs ated Profes- 
crift Catalog 


"PERSONALIZED GIFTS COMPANY 


160 Fifth Avenue, Dept. 912-S. New York 10, N. Y. 

















Eraser Sodled!/ 
For tidier typewritten work you need 
MAGIC MESH — cleans erasers for 
cleaner corrections! Banish erasure 
smudge . keep copy sparkling fresh. 
cake Send 25¢ to 
MAGIC MESH CO. 

Falls Station, Box 801 

Niagara Falls, New York 





Patent Applied For 














NOW GLAMOUR-IZE “YOURSELF” 


DELIGHTFUL winter 
dress-up! This luxurious, 
soft orlon sweater with 
genuine MOUTON lamb 
collar is a delight to own. 
Only $17.50 including two 
sparkling jewelled pins at 
waist. Formerly $39.75. 
Available in black & 
white, beige, pink, or 
blue. Sizes 34 to 40. 


51.50 > 
INITIAL PENDANT 


A beautiful script initial with 
hand set genuine pearl! Disc is 
154” and comes complete with 
a neck chain {8 inches tong, 
gold finished. y ytd gift 
boxed for only $1.50 ppd 


TERRY ROBERTS, 340 E. s7 &., &. Y., M. Y. 














SPEAKING OF PILLOWS, here's one that 
spe aks. Connect pillow-spe aker to any 
T\ . radio, ev.; ae 


Unplug. and volume returns to set. This 


channels sound to 


ten-minute operation solves your do-not 
disturb dilemmas. Foam-rubber case coy 
ered in red, green, or gold corduroy. Send 
$9.95 to Speak-A-Pillow. Dept. TS-180 
Box 12152. Fort Worth, Tex. 





ALBUM ART FOR DEN DECOR. Kee} in 
groove with home-furnishings fashion 


use record jackets on walls, room di- 
viders, and screens. And you don’t need a 
hi-fi to qualify. A colorful assortment of 
album covers is yours for $2. Write to 
Sabra Records. Dept. TS. Box 397. Radio 


City Station, New York 19, N. Y, 





COME-A-PART KEY RING) solves your 
parking-lot problems. Attach auto-igni 
tion and personal keys to opposite ends of 
the ring. A flick of the finger and “two in 
one” equals two pieces, Leave car keys 
behind: others go along to insure peace 
of mind. Yours in gold-plate with 2 non- 
tarnish initials, Send $2 to Terry Roberts. 


Dept. TS. 340 FE. 57 St.. New York. N. Y. 





KEEP A STIFF UPPER LIFT with Petti 
Kote aerosol spray. No need for messy. 
outdated sugar or starch stiffeners. Petti 
Kote restores body to wilted crinolines in 
one easy application. And it's perfumed 
to please. Only $1: from Handiform Plas 
tic Corp... Dept. TS, 389 Fifth Ave., New 
York 16, N. Y. 











CPSs Home Study Courses PLS 


Professional prestige, new career, top job, pro- 
motion & greater earnings are yours with cov- 
eted Certified Professional Secretary or Profes- 
sional Legal Secretary designation. Our original 
& unique courses, tests & guidance. used in 47 
states since 1953 can help you, too. Write today 
for free brochure. Business Research Associates, 
Inc., P.O. Box 7093, Long Beach 7, California. 





MEXICAN IMPORTS 
BIG FREE CATALOG 


Handtooled leather Purses and Shoes, 
Jewelry. aprons. tablecloths, novelty & 
gift items, moccasins, skirts, Mexican foods, etc., direct 
from MEXICO. Buy direct from importer and SAVE. 
Send Card NOW to: 
NORTHERN IMPORT CO. 
Dept. T-12, Reed City, Michigan. 


























SONES 


+ into DOLLARS! 
NEW songwriters, poets share $33 millions 
yearly. Songs Composed, PUBLISHED, 
Promoted. Appraisal, info FREE from.. 
NORDYKE Music Publishers | 
6000 Sunset, HOLLYWOOD 288. Calif. 


















SECRETARY—GIRL OF THE YEAR 
or Where to Look for the Right Job 


Here is a factual, informative, 24-page job-hunting 
reprint from TODAY‘’S SECRETARY that describes 
briefly the national secretarial employment picture 
and then tells through case histories what it’s like 
to work in 11 different industries and professions. 
Especially of interest to the girl who wonders 
whether she is suited for a particular secretarial job. 


TODAY'S SECRETARY 


Price—25¢ per copy; $2.00 per dozen 
Send order with remittance to: 


330 West 42nd St., New York 36, New York 














“TALKING PENCIL” RADIO” 


IT TALKS! IT WRITES! It gives you Pa 
the sports, news and latest hits. & P 
It's a regular- 

size mechanical 

pencil with a 
radio inside. 
Requires no 
batteries. 










Simply 
ground it and 
tuck in the ear- 
phone. The ideal gift 
for the hard-to-buy-for 
type. Gift boxed—prompt 
shipment. Prepaid $5.95, 
2 for $11.00. Guaranteed. 


SCROGGS IMPORTS, Dept. TS, 





360 So. Hawthorne Bivd., Hawthorne, Calif. 
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BUSINESS SCHOOL DIRECTORY 


ALABAMA HAWAII NEW YORK (continued) 











MASSEY COLLEGE §s4 








JUNIOR COLLEGE OF ALBANY 


Your secretarial success is scheduled I Liberal Arts General Business 
from your first day in class. Write for §f BUSINESS COLLEGE Secretarial Science 
Oldest and Largest 258 State Street Albany 10, N. Y. 


Birmingham 3, Alabama 4 





A Division of Russell Sage College 


i 

i 

i 

FREE opportunity bulletin T-2 TODAY! J 
i Business College in Hawaii 
* 


















































Day and Night School Curriculums 
CALIFORNIA accredited by the 
ALIFOI . ee BE AN EXECUTIVE ASSISTANT 
«¢ mare for cretaria jobs wit ) 
EVENIN ASSE ; 30 PM Business Schools Two-year and one-year courses.  Distin- 
’ guished faculty. Individualized guidance 
PRUITT COLLEGE - BUSINESS wae Mi Street @ Honolulu, Hawaii ° K amor nie aeevits For catalog write the 
4 = Hroliment lrector 
eee ee Bi 420 Lexington Ave., N.Y. 17, N.Y- MU 5.3418 
biekeeneel & so 12? Maple Ave., White Plains, N.Y. WH 8-6406 
custome « wae Cheeta maida 22 Prospect St., E. Orange, N.J. OR 3-124 
MiMECORAMHING - TYP 7 on ILLINOIS Bor hole y Lol, , f 
KKEEPING - v SERV t e = 
CE MACHINES - GRE MATHEMAT s 
CRIENTATION - F NG A‘ SECRETARIAL PRACTICE 
Orr. WE 4-7480 5135', West Avams BLVD. CHICAGO COLLEGE OF COMMERCE 
Res. WE 4-7480 LOS ANGELES 16, CALIF OHIO 
27 East Monroe CEntral 6-3312 
Secretarial—Court Reporting MEDICAL SEGRSTANICS 
MEDICAL” opportunity ee ee Press boy, merase jee ote 
U Approved by National Shorthand Reporters Ass’n Fe career. Graduates in : de mand Gx od 
_ aS Nps ” vay. Ps ” Work. Dorms. Free Place- 
SECRETARIAL Approved by the ame Clev. Gi iaee Five Modern Schools 











San Francisco County Medical Society 


ZWEEGMAN SCHOOL FOR ©* !2-month course 
MEDICAL SECRETARIES for alert young 


women. Since 1934 
ACBS accredited. Write Claude S. Yates, 1441 Van 
Ness Ave., San Francisco 9, Calif 





_ ARNEGIE INSTITUTE 


Known nation-wide: Boston, Cleveland, LA, 
Detroit. (AMil. Eastern Sch. for Physicians’ 
Aides, 85 Fifth Ave., N. Y.) Write Catalog, 
Dept. G, 4707 Euclid Ave., Cleveland, Ohio. 
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GEM CITY 
' BUSINESS 
THE ACADEMY OF BUSINESS ) COLLEGE 











PENNSYLVANIA 














‘We Train’’ Secretaries, Stenos, Typists, CAMBAIA- E , 
Se, : 
e UMW Coleg 
119% 422 VINE STREET 
JOUNSTOWN, PENNSYLVANIA 


Bookkeepers, NCR, Comptometer, Burroughs, 
IBM Keypunch, and PBX Operators. Rapid, modern 
instruction on Modern Office Equipment 


Quincy. Illinois 





Write Dept. 59 for free information 





372 South First St., San Jose 13, Calif. CY 7-3244 Write Director of Admissions 

















for free catalog. 








x~—e_-™. ee ee Ee ee 


FLORIDA 











MICHIGAN 














PALMER COLLEGE 


BUS. ADMIN.—AUTOMATION Member NACBS—Fully Accredited 
SECRETARIAL—ACCOUNTING 
Co-educational 
Latest in equipment and 
training methods. Placement 


Take your business training in Florida 
It doesn’t cost any more 
Buildings and Campus on beautiful Lake Wire 
Dormitory Facilities Accredited 
Write for free bulletin 


Co-educational with extensive program of 
student aid for worthy students. Operating 
divisions in Augusta, Ga., and Columbia and 
Charleston, 8. C. Dormitories for boys and 





















































LAKELAND BUSINESS INSTITUTE —= service to graduates girls. For catalogue write Charles E. Palmer, 
- ; Leteet Flerid DETROIT INSTITUTE OF COMMERCE C. P. A., Pres., Charleston, 8S. C. 
1 W. Peachtree Street akeland, Fleride 1308 Broadway Detroit 26, Michigan 
NEW YORK TEXAS 
BUSINESS AND -™ x 
ADELPHI TUTORING SCHOOL MILDRED ELLEY GAIL COLLEGE po naratann 
“Miami‘s Finest Finishing School” SECRETARIAL SCHOOL FOR GIRLS —— ‘ 
Bi-Lingual, State and VA Approved eee 100% 
Write for Literature 227-229 Quail Street — 
COMPLETE 
500-526 N.E. 79th Street Miami 38, Fla. Albany 3, New York Saou canes cover nevonme 
Near Biscayne Boulevard 37th Year 

















BOX 980 ABILENE, TEXAS 








A PATIO. A POOL, a = some. mp ena cs : = Those me en touring in 
: . ’ — ier to these areas, 1f not to check on the the factory area are treated to ~ sic t 
AND A PAY CHECK " , ate snag eset ty senna 





latest capsules for her medical-student work by” piped in from the reception 
(Continued from page 52) husband and two school-age children. room. 
then to show people around the building. But the nicest thing about this fairy 
d her co-workers are busy assisting the These tours are a sidelight that Sally tale is that it isn’t. Out in California 
ministration, the laboratories and especially enjoys. All of the labs and pro- girl actually gets job and lives happily 
irkshops are turning out the antibiotics duction shops are glass-enclosed so that ever after—with a patio, a pool, and a 
d multi-vitamins that keep Stuart sol- the pill-making processes will be visible pay check, 


j - 
ecember, 1959 
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A Title for the Secretary 
“blue-blood.” the West 


German secretary. No longer dependent 


Meet the new 


upon birth or a husband to present het 
with a title, she has gone hunting herself. 
And she has joined the ranks of the work- 
aristocracy with 


ing a resounding cog- 


nomen of her own—-Fraulein Diploma 
Secretary, 
titles are a serious 


And it 


requires no small effort from the secre- 


In Germany. where 
business, this is no small thing. 
tary. 

Some of the things she has to do to win 


approval: 


|. pass a rigorous examination at the 
end of a four-month course taken after 
WOrathe hours 

2. answer a long questionnaire on of- 
fice organization 

3. type for ten minutes without a mis- 
take. averaging at least 300 letters a 
minute, 

l. have a minimum shorthand speed 
of 180 syllables a minute 

>. prepare a transcript of a business 
meeting 

6. arrange an intricate air trip for the 
boss 

7. show some insight into industrial 


psychology. 


S» far only nine secretaries have fin- 
ished the first course and qualified for a 


place with the elite. But more are sure io 


itlow. After all, in a country where a 
ay be addressed as “Herr Professor 
Lan tor, the possibilities are end- 
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Never Underestimate 

Once Macleod of 
sent notes to 70 execu- 
With the 
wanted their bos e; 
The 
other earring if Mr. Macleod’s «oal was 
All 70 got their bosses 
to check the report. 


upon a time, Jo n 


General Electric 


tive secretaries. noies went a 


report he lo read 


and one. earring. note offered an- 


achieved. It was. 


Those Reveille Blues 

Is your personal theme song “Oh. How 
| Hate to Get Up in the Morning”? If ut 
is... Courage. Others. millions of others. 
warble that ditty at the first horrible sight 
of dawn slipping beneath the window 
shade. Save for the Rockefellers or Astors 
among us. however, rising is a gruesome 
that. but 

help to 


necessity. Nothing can alte 
these tips from Westclox may 
diminish the pain for both yourself and 
your employer. 

The first problem is, of course, coaxing 
feel 


those reluctant from a comfortable 


horizontal position onto the cold. cold 
floor. 

Begin by setting that primeval instru 
the clock. lo 


explode 15 minutes before the final dead- 


ment of torture. alarm 
line. This permits that extra bit of yawn- 
ing. stretching, and groaning known as 
the “orientation” period. 

If you indulge in that old “slap ‘em 
down” technique, break the habit. Do not 
bang down on the alarm (viciously). turn 
over (gloatingly), and go back to sleep 
(deliberately). Or. if you must vield to 
your baser instincts, get another alarm 
clock. One named 


merciful machine 


“Drowse” allows for two extra five- o1 


ten-minute sleep periods. 
If you're really capable of giving Rip 
Van Winkle some stiff competition, then 


place whatever alarm you choose cleat 
across the room. And. be brave. Place 
your clock on that tin pie-plate or that 
bare-wood surface to gain added reso 


nance. Once on your feet, the next prob- 
lem is food. Breakfast is in order. 

One rather unusual method is bringing 
the morning “starter” right into the bed- 
room. Keep a vacuum thermos of ice- 
water, fruit or vegetable juice on the night 
table (out of immediate reach, of course). 
Its relaxing and leisurely and an abbre- 
viated form of room-service, 

lry starting the collee pot, which you 
have filled the night before. as soon as 
you pry those eyelids open and stagger 
out into the kitchen. Not only is the smell 
appealing. but it may help to wake you 
up. 


\s for 


menu 


breakfast 


the night 


think 


and, 


itself, 


before 


about 


the where 


possible. prepare. Before retiring. set 


out what doesn't need refrigeration (dry 
cereal, the sugar pot, etc.). fill the kettle 
or collee pot. and arrange the kitchen- 


table. 


ware on the And your kitchen o1 


dinette area should have a clock where 


you it easily while you eat. 


can see 

With techniques for faster dressing. the 
idea ts “plan ahead.” Know what you are 
going to wear the night before. and ar 


range it in orderly fashion. This means 


vou II polish those shoes. brush those 
clothes and check any lost buttons at 
home—-not on your way to the office. It 


may sound difhicult, but after a few gruel- 
ing attempts this regime should emerge 
as an effortless habit. 

Finally, don't think about that early- 
not at break- 
fast time. Its bad for the digestion. Too 


morning gallop for the job 


many secretaries already gobble through 
the opening calories of the day and then 
race for the bus, clutching bicarbonate 
ol soda. 

And. just as breakfast should be con- 
ducted in a leisurely fashion, so should 
say? Not at 


all. Not if you can manage to follow these 


leave-iaking. A dream you 


suggestions and one other——-always give 
yourself enough time. 

Though we hate to admit it. the secret 
of arriving early at the ofhice is forever, 
always. and eternally the same. 


Get up on time. 


AND Now, since that calendar has rolled 
around to December again. it’s time for 
something else—greetings of the season. 
So. from us to you: Merry Christmas 


and a very Happy New Year. 


TODAY'S SECRETAR) 











Best-loved secretary 
gets highest award 


it's an ali-new Edison Voicewriter, of course! 


No need to “panic” when your boss 
Starts talking about machine dictation. 


Quite the contrary! He’s really telling 
you how important you are. And because 
you are his right hand, in a sense, he 
can't afford to let you—any more than 
himself—be slowed down by an old- 
fashioned dictating method. He wants to 
free you from the time-consuming, labo- 


rious, sometimes nerve-wracking chore of 


taking shorthand notes and then tran- 
scribing them. He wants to give you extra 
time to take on more of the pleasant jun- 
lor executive tasks that can increase both 


product of Thomas A. Edison Industries. McGraw-Edison ( 


your prestige and your income. . . while 
relieving him of some terrific burdens. 

And here’s another Voicewriter advan- 
tage: When you get in a workload jam, it’s 
easy to pass along the Voicewriter Dia- 
mond Disc to another secretary—without 
the problem of unfamiliar shorthand notes. 
Y our boss’s voice comes through crisp and 
clear—transcribing for anyone is quick, 
easy and accurate! 

Of course, if you've already used dictat- 
ing equipment, you have some idea of 
what it can mean to a secretary-executive 
team. But the new Voicewriter surpasses 


Edison Voicewriter 


mpany, West Orange, N. J 


n Canada 


32 Front Street W.. T 


anything you've seen or tried before. We 
think you'll be surprised and pleased by 
its clear, yet softly modulated playback 
and by the controls which keep you in 
complete command at all times. 


One good tip: When the boss mentions 
machine dictation, be sure he tries the all- 
new Edison Voicewriter . . . the finest dic- 
tating instrument ever built! Ask him to 
let you call the Edison Business Con- 
sultant in your area for a Voicewriter try- 
out so you can both see real dictating 
equipment in action. For free literature, 
write Dept. TS-12 at the address below. 














F-lal 


TOUTE one ens 


thanks to her REMINGTON® Electric typewriter 


And ho wonder electricity does the work he Ips today’s sinart 
women of letters turn out such truly beautiful work in so little 


time, with so little eflort and so pl asing to the boss. 


Remington. Ftand 


DIVISION OF SPERRY RAND CORPORATION 





